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About VP online samples 


This guide describes sample documents created using 
VP Series software. In addition to demonstrating the 
capabilities of VP Series software, these samples provide 
an idea source for your work. Samples of a wide variety 
of professional documents are included. For further 
details and procedures, consult the user guides and 
training tutorials in the VP Series library. 


The training tutorials are especially helpful if you are new 
to VP Series software. 


If you are experienced with VP Series software, refer to 
the Help document or the appropriate chapter in a user 
guide. 


The online samples collection provides templates of all 
samples discussed in the guide, as well as several other 
helpful documents. You can modify these templates 
and documents to suit your personal style. 


This guide was created using VP Series software on the 
Xerox 6500 series and 6085 workstations. 





Online samples folders 
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The following pages list the online samples collection 
folders. 
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| Form design techniques . 
| | | Invoice 
| | Project estimate 
| IE [POE order 
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| Organization charts 
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[Ee » | Framed quotes, portrait She landscape — 

| Graphics _ | | Full page graphics frames 

Nei | | Quadrant grids, portrait and landscape | 
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Chemical structures 
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Copying online samples from tape or a file drawer 














Copy sample templates to your desktop: 
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from the Samples file drawer 


Activity planning 


Meetings, deadlines, appointments: VP Series software 
provides a variety of applications and features for 
effective time management. This chapter describes the 
following: 


e Updating the daily log 
e Updating the action item list 
e Planning a business trip. 


The templates used in this chapter are in the Activity 
planning folder of the online samples collection. 


Online 


CI Activity planning 





Samples 











Updating the daily log 
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You can keep an up-to-date log of daily activities using Related documentation 

the online Daily Log template. You can copy this 7 , 

template from the Activity planning folder to your S| User Guides ' 

desktop, then add, delete, and change entries within the Guides Document Editor: Basics User Guide 
é , : Document Editor: Tables, Fields, Mail 


template. Merge User Guide 


chapter 2 
VP Office Accessories User Guide 
chapters 1, 3 


Training Tutorials 


In addition, the desktop Personal Calendar and Clock are VP Document Editor | Tutorials: 
Document Creation and Styles 


available as part of the Office Accessories application VP Document Editor I! Tutorials: Mail 
package to assist you in planning daily activities. 





Merge and Tables 
Use these applications 


ue VP Document Editor 
= Personal Calendar 
Clock 
Loader 


rJULY 1990 | 








You can include items from your 
Personal Calendar in your 
July = entries in the log. 
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With Fields, you can use : e 
Skip/Next to update the : : 
month, year, day, and date. 
Fields are an easy-to-use, 

flexible method of entering 
and organizing information. 
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00 — The desktop Clock includes an alarm feature you 
= can Set for time-sensitive events. You can also 
:30_— copy and set clocks to display different time zones. 
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Updating the action item list 
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The online Action item list template is actually a record 
file created using the VP List Manager application. This 


template is one of many tabular views of this record file. 


You can also display the records within the file in other 
ways, such as in a document view. 


With VP List Manager, you can easily add or change 
records in a file. First, you complete a defining form (a 
document containing fields or a table) to define all of 
the fields for a record file. You update each record by 
to adding, deleting, or modifying data within the fields. 
You then define whether the output form is a document 
view or a tabular view. If the output is a tabular view, 
you can sort or filter the data within the record file to 
create selective views. Then, use the <Skip/Next> key 
to modify entries in the table. 


Action items record file output - full view 


Below is a full view of the Action item record file. The 
next page contains other views, created by sorting the 
Action item file both for Closed items (by item number) 
and for Open items (by due date). 


To begin, copy the existing Action item template from 
the pas, planning folder to your desktop. 





Item | Title Date |status|Due Assignee |Description Priority 
ee 7/15/90 8/15/84 = pice to write a policy re PC's at ional 
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Paul to evaluate and report on 
pricing and relative 
effectiveness of advertising our 
new product on radio or 
television. 


Kathleen to determine source 
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Status: C... id 











Due:f— si (sd 
Assignee: C_____t 


Description: fF J 





Processor 
allocation 


= 
Newsletter | 7/22/90 | open 9/1/90 pata ian to determine best channel 
distribution for newsletter distribution. 


7/25/90 9/12/90 Bruce to advise caterer of 
number of employe es in this 
group who will attend annual 
picnic. 














7/18/90 |}open ‘| 8/25/90| You can use VP List Manager to 
create a tabular view of the Action 
item list. You can also use the 


7/11/90 online Action item template asa 
table, and penne nnnnnnns ere entries. 








Updating the action item list 
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Use these applications | Related documentation 
1,0 VP Document Editor | IN| User Guides 
VP List Manager Document Editor: Basics User Guide 
Information Management User Guide 
Loader Part 2 List Manager 


Training Tutorials 
VP Document Editor | Tutorials: 


Document Creation and Styles 
VP List Manager Tutorial 


With VP List Manager, you can sort and filter record file data to 
obtain selective views of the file. 


Closed items - sorted by item number 


Printin Kathleen to determine source 
sources ae Meare for best price/quantity on 
printing new product brochure. 
| Ryan will evaluate options for 
report. 












Open items - sorted by due date 


Item Title Date |status|Due Assignee |Description Priority 
| ome. 
Processor Kathleen to write a policy re 
Newsletter Paul to determine best channel 
distribution 7/22/90 9/1/90 Pettit for newsletter distribution. high 


Advertisin Paul to evaluate and report on 
ornew 3 | 7/2/90 pricing and relative | P 


f 9/10/90 
accessory effectiveness of radio vs. 
television advertising for our 
7 Bruce to call caterer with 
7125/90 9/12/90 estimate of employees to 
| attend the annual picnic. 


















new product. 






You can take advantage of versatile time management 
features the next time you arrange a business trip for 
yourself or an associate. From making the entry in the 
Personal Calendar and checking the air schedule, to 
planning activities in the form of an itinerary, to filling 
out an expense report after the trip’s completion, the 
tools you need are on your desktop. 


You can copy the following samples from the Activity 
planning folder to your desktop: 
Activity planning 


Itinerary 
Business meeting/customer 
entertainment report 





With VP Document Editor Tables and Fields features, 
you can create a trip itinerary and an expense report. 


Trip itinerary 


Depart LAX - Delta Airlines 


Check-in and reception - 
Hilton Hotel 
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4 information. 















Guest speaker - Ray Smith, 
ACE Corp 


CE 
Meet with Shirley Evans, 
Regional VP 
Dinner with Bill Roberts, 
Market Consultant 





Planning a business trip 


To set a date in the Personal Calendar, select the year, 
month, date, and time periods in which you wish to 
enter information. 


Use one of a the many communications software 
packages such as VP Terminal Emulation of TTY to check 
the air schedule. If your workstation or network is 
configured with a modem and a dial-up account with a 
public billboard which provides flight information, you 
can access this service using one of the terminal 
emulation features. These features include a variety of 
TTY emulators, which run with Asynchronous Terminal 
Basic Software, and the IBM 3270 emulator, which 
communicates to a host computer via an IBM network. 


Business expense report 


Business Meeting/Customer Entertainment Report 


Authorization, PettyG 
Advance and On-Site 


Art, Che 
Vowch rary Bysi 
ae | With 
ate of event use < Skip/Next> to 
rd 4 quickly enter information. 


Please check: 
[__] Business 


CJ Entertain State: [1 


Zip: FJ 


Participants 


Business affiliation 





Approval 


Employee signature 








Planning a business trip 
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Use these applications 


1,0 10 §=VP Document Editor 
Personal Calendar 
Asynchronous Terminal Basic Software 


User Guides 
Document Editor: Tables, Fields, Mail 
Merge User Guide 





Loader VP Terminal Emulation of TTY chapter 2 
VP Terminal Emulation of IBM 3270 VP Office Accessories User Guide 
chapter 3 





Host Interfaces User Guide 
Part 1 Viewpoint Terminal Emulation 
chapters 3, 7 


Training Tutorials 
Document Editor II Tutorials: Mail Merge 


and Tables 
VP Office Accessories Tutorial 
VP Terminal Emulation of TTY Tutorial 
VP Terminal Emulation of 3270 Tutorial 
VP Terminal Emulation of 3270 File 
Transfer Tutorial 





Use terminal emulation software to access travel information. 
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Calgary/Banff (cont./suite) 
Toronto EDT/HAE F $496 Y $310 


0.140 07.05 AC146 CONNAISSEUR. ~---- = @ 19.06.83 11.09.83 
01.40 07.05 AC146 CONNAISSEUR -O@@O@O® . 

08.00 13.28 AC110 CONNAISSEUR -O@@OOOD 

12.40 18.08 AC120 CONNAISSEUR -O@OOOO®D 

17.45 23.10 AC140 CONNAISSEUR.. ~~ = =- == @ 12.06.83 
17.45 23.10 AC140 CONNAISSEUR. ~-.--- = @ 18.09.83 

17.45 23.10 AC140 CONNAISSEUR -O@@@O® — 12.09.83 


17.45 23.10 AC140 CONNAISSEUR - ©@@@O® - 17.06.83 
17.45 23.13 S€ C140 CONNAISSEUR -©@@@OOO 18.06.83 11.09.83 


Vancouver PDT/HAP F $197 Y $123 


07.30 07.49 AC201 -O@00O0®@ . 
08.35 08.54 AC251 -O@OOOOD 
12.00 12.18 AC113 -O@OOOO0D 
13.50 14.08 AC839 -O@OOOOD 
16.30 16.49 AC213 -O0@OO®.9 
18.00 18.19 AC215 -O@OOOOO 
19.00 19.19 AC217 -D@OO@OOO® 
21.30 21.48 AC823 -O@OO000 


01001... 
10101... 


Asynchro 
nous 
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Business correspondence 


This chapter describes office administration and business 
communications tasks such as: 


¢ Creating and distributing a memo 
e Updating an organization chart 
e Sending an announcement for a special occasion. 


The templates in this chapter are included in the 
Business correspondence and Graphics art folders of the 
online samples collection. 


———— [1 Business correspondence 


Online 


Samples C1 Gr aphics art 
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Creating and distributing a memo 
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In preparing a memo, you can use VP Series word 
processing, graphics, and networking capabilities to 
perform the following tasks: 


e Create the memo. 

e Mail the memo over a network. 

e Print the memo for manual distribution. 
e File the memo. 


You can copy the memo template from the online 
samples collection and customize the format. 





Use these applications 


F 0 
Loader 


VP Document Editor 
VP Basic Graphics 
VP Freehand 
Personal Calendar 
Clock 

VP Spelling Checker 









Draw your company’s 
logo using VP Basic 
Graphics or scan your 
logo and copy into a 
bitmap frame using 
VP Freehand. 





Print the memo for 
distribution. 







To create an individual memo: 


Company Name Here 


FROM THE DESK OF YOUR NAME HERE 


[ This memo form | ————————_ 


ean 


SS 


Subject: 

To: [ VP Series User J 
From: [Sample Author] 
Copies: [ interested Parties 
Date: 


[ September 22,1990] [10:32 amJ 


[To modify this form for your own use: 


Substitute your company name and your ow?! filled in automatically when you 
place of Company Name Here 
and Your Name Here at the top of the page. 


be nee Rae Mat APG ERIS Tk Or BET URNS IN MOLE PY AU Ae A, REESE GES Shag, I TER A MPa ISTE IS Fe eins Ree OPE My RO DAG OPE ECE FIT PTS Lf TSE) SHINS SRR RN 
FP PN ae R IU NE SS Td oa elk Ae ale MPa dala Ul ok" ad dba bediSsba ca Skat ds nh ES tate lca ee SEEM Se eT ee ee OO EI PS SEE CAS RR EI RSS 


Once you have entered the text, you can use VP 
Spelling Checker to proof your memo before sending. | 


Related documentation 


IN| User Guides 

Document Editor: Basics User Guide 

Guides}} Graphics User Guide 
chapters 2, 4 

VP Office Accessories User Guide 
chapters 1, 3 

Document Editor Options User Guide 
chapter 5 

Workstation Administration and System 
Resources User Guide 
chapters 2, 3, 4 

Training Tutorials 

VP Document Editor | Tutorials: 
Document Creation and Styles 

VP Basic Graphics Tutorial 

VP Freehand Tutorial 

VP Office Accessories Tutorial 

VP Spelling Checker and VP Thesaurus 
Tutorials 


Use the online memo 
template and type in 
your own information. 












With Fields, you can use 
<Skip/Next> to rapidly enter 
names and addresses for each 
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The date and time fields are 










press <Skip/Next>. These fields : 
each contain a fill-i = 





“a°w'e"n“e"e"e"e"W's"a"a’n"e" el a'e’e"e"a"a"a’e’a"a“e’n'n’n"e’e"e"n"n"a"e"a“a"a*e"a"aree”) 


2 ate anee, atataatataretntctatpecnatny natn ataaee! ee me) 


eee ncaa; 


Memas 


File the memo in an 
appropriate folder. 
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coy your modified form, select in the word Subject and press aaa 
<NEXT>. 





Prompts appear in the message area for filling in the fields. The 
From, Date and Time fields are filled in automatically. 







if you prefer other fonts or paragraph properties, make the changes 
you desire in your modified form. If you want a different prompt for 
any field, change the entry in the Description area on its propert 

sheet. (To display a field prope sheet, activate [Show Structure], 
click twice on the left-field bounding character, and press 
<Props>.)J 


Use mail to send the 
memo electronically. 











Updating an organization chart 


AiR aA RS DSRS OYE. LANG? BO TAO CaEOOGRLE POO OI OCA SCL OT SCS OY eR ay ee CIE Oe aL a Se i ee a | 


Lees accra hut ad Gah UMsLARc OTC Un OC San LSA CUNO EST eS E TOLMER MCAS IL a ECS LR RRR EG OR ECL ESL NEE ND ee SREY 


You can copy the Organization chart template from the Use these applications 
eee (ae 1 VP Document tito 

VP Basic Graphics 
Loader 





reflect your company’s organization. 


Related documentation 


NJ] User Guides 
Document Editor: Basics User Guide 
Graphics User Guide 
chapter 2 
Training Tutorials 
VP Document Editor | Tutorials: 
Document Creation and Styles 
VP Basic Graphics Tutorial 





Customize one of the online templates to 
create your own organization chart. 


Organizational chart (standard) 


——————————————— MatatatatataPataPatatetteratrtatetePatatetatstaterateretotateratstaetatatetaterat stats 
4 Organizational chart (shadowed) 


ratcetateteralacerarat ‘s'arateteretatarerarerncerarerboitere! Tecey fete 







Charlene Jones, VP Dev. 


eM aet melee aMateMatetetaleeMatntatataMemeMatstsMetatataMatatstatatetete’, 
onal ern v cen 6 01a 2's 0"6.6,6-0,0.0 6-18 590-8006 1G 015 50 ¥-3 0.0 Cus -B~U~O AIDS 


John Smith, VP Marketing 
















Bill Danes, Mg r.| 4| ftomJong@ jg =‘ merememersnpeemeemmrrR =z ee 
e Tom Jones, Mgr. § | Dan Smith, Mgr. 6 Fred Williams, Mg 
a Bitecocnssseseecorevocarenseos Serene peiececnaccnctoeen, cgoamearnarnareareantes prceasasanatetatasasasaetesreataratith caisceseattatitateeatataninatassrteterors 
Jim Webb 

Es Joyce Roberts | Don Adams Sa ndy Nash BR 

‘ Cy n thi a B rown feletetatelatetetetelsteletsteleleetefelefeteteterett Ca rl Sa n fo r d e 
: Al Johnson : * Open i 
Kim Henderson = posancaecractncraenectratnat ay 
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Sending an announcement for a special occasion 








The following graphics packages can assist you in _ Use these applications 
creating special pecan announcements, invitations, 1.0 19 VP Document Editor 
and RSVP forms: : : 
VP Basic Graphics 
°¢ VP Basic Graphics _— VP Freehand 
¢ VP Freehand a Xerox Pro Illustrator 


© Xerox Pro Illustrator. 


Xerox Pro Illustrator provides a Quick Art folder from Related documentation 


which you can quickly copy borders, banners, and NI] User Guides 

symbols. Guid Document Editor: Basics User Guide 
, Uldest| Graphics User Guide 

Also, you can copy the following samples to your chapters 2, 4 

desktop: Xerox Pro Illustrator Reference 


Training Tutorials 
VP Document Editor | Tutorials: 


Document Creation and Styles 
VP Basic Graphics Tutorial 
VP Freehand Tutorial 
Learning Xerox Pro Illustrator 


You are invited to... 


This Awards banquet invitation 
was created using Pro IIlustrator 
and Pro Hlustrator Quick Art. 


: To create a custom invitation 
Friday, January 12th fo your next event, you can copy 
7:00 p.m. borders, banners, and symbols 
; from the Pro Illustrator Quick Art folder. 
(cocktails at 6:30) 


Marina Hotel 650-6679 
600 Western Ave. Valet parking 
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Sending an announcement for a special occasion 
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Baby shower announcement 


Announcements for special occasions, 
available online in template form, are 
created using VP Basic Graphics and 
VP Freehand. 


New Year’s party invitation 
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Sending an announcement for a special occasion 








4th of July celebration Halloween party 
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You can use the powerful page layout and information 
processing capabilities of VP Series software to create 
forms for all your business needs. By using the Fields 
and Tables features of the VP Document Editor, in 
addition to VP Basic Graphics, you can quickly and 
easily: 


Fill out a purchase order. 

Complete an invoice. 

Update an inventory form. 

Maintain office forms. 

Update the vacation calendar. 

Complete a new hire or transfer questionnaire. 


The templates for this chapter are in the Forms folder of 
the online samples collection. 








CJ Forms 


Bea necenanecenaa- 





RGR REPL OT ESSE SAEED SC EDITED NILE LD LEN POTION ERE RNG AES PRE 8 OA RO EERE LIE NR DE EE RNS 6 HEN SESE, PRE Bas SEITE OE ALR TEE ISN PEIN PESO OAA IS DTT GARE EY EE Ee CAMS SPE ELLIO MANE ELITE ET MEET EP LEN ARLE LUISE ELSIE ESO ERC ETE PN SUT AS OE ROUT SERRE ATR OI EE OI ETE TEC EETGS TNT TA RT TET ORLA TIE Pe AE ME LZ Me La Mh ete 1 
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Sa aE AD 
Filling out a purchase order 





The Purchase order template contains a table for easy You can copy the template to your desktop and fill out 
arrangement of data in rows and columns. You can add the form online. You can also print and complete the 
or delete columns and rows. Also, you can alter the form manually. The advantage to filling out the form 
appearance of the form by changing the table ruling line online is that you can use <Skip/Next> to quickly enter 
properties. information for each entry. The online samples 


re : collection includes this template in the Forms folder. 
You can assign fill-in rules for a column to automatically 


perform calculations. With fill-in rules, each time you 
change data on the form, you can select [Update Fields] 
in the content auxiliary menu to recalculate the totals. 





Ben Date: This template contains fields for the 
os-06-901“] _-—— customer name, address, order date, and 
: ; order number. Field bounding 
qsowTo | Ace Construction Co. Order Number: characters define each field. With fields, 


[400 So. Highland St. ; 
Peach Gace fi i 30010 | [486790] you can use the <Skip/Next> key to 


3 quickly fill out the form online. 






Fir 2" x4" x8’ 
Boxes vinyl-coated sinkers 16d 


The Subtotal column in this table 
contains the following fill-in rule to 
automatically multiply the entries in the 
Quantity column by the entries in the 
Price column: 


Purchase Order[THIS ROW]. Quantity * 
PurchaseOrder[THIS ROW].Price 


This field contains the following fill-in 
rule to automatically add the entries in 
the Subtotal column: 


SUM[Purchase Order.Subtotal] 


where PurchaseOrder is the name of 
the table and Subtotal is the name of 
the column. By selecting the field 
bounding characters, you can display 
the Field property sheet. 


Ser etetetatatctetcte encore thee item erate eter etree ete nent TERE TOPTPTP EPA PIMTATeT HetaPatanrrarreresreeeeretsearasoasrpsnopberecetetetetsteratenenstereteteteetriate'yetaty'atsraranstetehetetyPeataratsratarstarsrersrehereteTrrtetrty 


TOTAL: [202.501 
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Completing an invoice 





These templates contain fields, which you can combine 
with graphics and text. You can use <Skip/Next> to 
quickly enter data in each of the fields. You can change 
field properties and add fill-in rules on their property 
sheets. 


The online samples collection also includes templates for 
an Invoice in the Forms folder. As with the Purchase 
order template, you can copy these templates to your 
desktop and enter information online, or print the forms 
and fill them out manually. 


Using VP Basic Graphics, you can alter the size and 
appearance of form ruling lines. You can also add or 
delete fields. 





INVOICE DATE: 
[ 08-06-90 J 


INVOICE NUMBER: 
[486790 J 


| ABC 


4] SUPPLIES 


e 3000 Hill Street 
"7 Orange, NJ 30000 


INVOICE 
RN 


You can use fields to quickly 





SOLD TO Ace Construction Co. J SHIP TO Ace Construction Co. J . : : . 
400 So. Highland St. 400 So. Highland St. input information in the 
Peach Grove, NJ 300101 Peach Grove, NJ 300101] templates. You can also use 


eons fields to create your own form. 
[c.0. a Co. 
Check J 


4 | DATE SHIPPED SHIPPED VIA F.0.B. SALESPERSON | DATEORDERED | CUSTOMER 
a [03-13-90 J [ witt call J f Fairview | [eff Johnson] | [03-08-90] i NUMBER 


de A 


ae You can enter — -in ae for table 


4 columns. The Extension column contains 
4 the following fill-in rule to multiply the 


P| values in the Qty. Shipped column by the 


of amounts in the Unit price column: ie 
Invoice[THIS ROW].Shipped *Invoice[THIS a 
q ROW).Price 











Information in fields 





_—_______{ ________ ome rn f+ 
eel : The Subtotal field contains a 


B, fill-in rule to provide the 
qsum of all entries in the 










* 
BTOTAL (ip HF PING CHARGES 


2565.00. 12.00 


LES TAX (6%) 
153.90 





ORIGINAL 
[ Customer Copy J 


THANK YOU 






PLEASE PAY 
THIS AMOUNT 









[ 2730.90] 





containing fill-in rules is 
automatically recalculated 
each time you select [Update 
Fields] in the document 
auxiliary menu. The Sales Tax 
field calculates a 6 percent 
tax for the subtotal. The total 
field contains a fill-in rule to 
add the Subtotal, Salles Tax, 
and Shipping Charges. 
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Updating an inventory form 





To maintain an accurate inventory, you can copy the You can copy the Inventory template from the Forms 
Inventory template. The Inventory template consists of a folder of the online samples collection. 

table into which you can quickly enter data using 
<Skip/Next >. Optionally, you can add rows or columns 
to the table and change the appearance of the ruling 
lines. You can add or delete columns or fields, and 
change their properties. 





Use this application 


¥, 
Loader 








This inventory form uses a table. 


= nventory 









Back 


item no. 
ordered 


Description 
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Completing the Business card requisition 


SEE EA EBS Wd MR A BT RICE EAE ES ANS ASSO EC EST Ue REA END AN CRAPO TF ERE Ge MAP RM SES Pa TP RSA RE SER CL ME BLE MOTO POSE MeCN RRSP ERD) A ENOL ET ONG RE I YH A RAI I 





VSG A SN REA RTA NES NT SEH 


This requisition contains fields which you can use to To get started, copy the Business card requisition 
quickly enter information. To use fields, input data into template from the online samples collection. 

the field, then press <Skip/Next> to move to the next : 

field. | OPEN || [I Forms 


Since the form is actually a large graphics frame, use VP Tcopy | 
Basic Graphics to add or delete text frames, fields, and oreo 
ruling lines. You can also change the size, positioning, 

and other properties of these items. 












[ [ Business card requisition 








You can use the Business card requisition template as a model in creating other 
requisition form templates. Try using it for your other office form needs. You can use 
VP Basic Graphics and VP Document Editor to adjust and enhance the form. 


ACE CORPORATION BUSINESS CARD REQUISITION 


Location 


nanetaret btelacavava™n eversverarara’an 
sechtetedeusssleteteesrereoeeaeseoeee 


25938 
se 


instructions 


Select the first field, “No, of Cards”, ; 
Enter infomnation as required, pressing < NEXT > to advance the caret to the next type-in point, 


id ~_—r to keep the business cards as simple as possible, using only the minimum number 
words, 


SSE aes 


Do not use abbreviations, nicknames or superfluous words such as “department”, “area” or 
“section”, 
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a 
Updating office forms | 





You can copy the Safe or cabinet security record and the = You can copy the Security record and log templates 
Security log forms to your desktop, and then fill them from the Forms folder of the online samples collection. 


out online. You can also print and complete them by 
hand. 


To modify the Safe or cabinet security record, use VP 
Basic Graphics to add or delete text frames and ruling 
lines from the underlying graphics frame. You can 

change the properties of any frame or graphic directly 
on its property sheet. Use these applications 


Since the Security log contains tables, you can add rows 20 
and columns as necessary. To adjust a table, select the 
Loader 






Loren [C1 Forms 


T copy | [1 Safe or cabinet security record 
Ieee aes Security log 


VP Document Editor 
VP Basic Graphics 





entire table or an individual row or column, and change 
the properties. 


The Safe or cabinet security record contains text cS 

frames and graphic ruling lines. The Security log e SAFE OR CABINET SECURITY bchchealle 
consists of two tables. You can maintain either cS 
of these forms online, or you can print and =| location si cliany Aiea 
complete the form manually. e | 11-C trront door] 


DOUBLECHECK AREANO 
11-D 


| have UNLOCKED, LOCKED, or CHECKED the above- 
identitied container at the time noted, as indiatedby my 
initials below, 


UNLOCKED BY LOCKED BY 


E 


roSafatn"sPsPetets%a"atstaMatateratatareratyts 


[TIME [eunals| 
a a 
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Updating the vacation schedule 





To get started in planning your vacation schedule, you You can copy the Vacation schedule template from the 
can copy the Vacation schedule template to your Forms folder of the online samples collection. 

desktop. The template contains text frames for the : 

headings, months, days, and fill pattern labels. You can T OPEN || [1 Forms 
change the text within these frames. ——— 





The template also includes a grid composed of graphic 
squares, one square for each day of the year. To change — 
a square to the appropriate fill pattern for a vacation day, Use these applications 


holiday, or weekend, select the square and change the 1.0 010 ; 
shading and texture properties on the property sheet. \7 fo, OF Ue at EOF 
Loader 





VP Basic Graphics 


A Vacation schedule is shown with vacation days, holidays, and weekends denoted 
by various graphics fill patterns. 


1990 VACATION SCHEDULE 
Employee: Joe Smith = 





JULY 


AUGUST 


a ee 
ae 
Le tuty 


oo 
vane i 





ae 
(a eee rate “s"a"e'e's"e'C'e' ee “oon e"n* I “ “=*s’e"e"n"e"a"1 near “es we”, “' — “e"a"e" “ ea “ a — 1", _ “asses “, “s -, “, “ o o ~e'n’e"e' en's OO" o's" e oe" “p7e*e'e" nen" e" 1 “de e"n"e"s 
aesececeteSeetiaissselateletesmsasescocoravassrateresntetsssissesseesoerresserareeecneeeneeconaeorocasonanecsneraseeeeceoremomeseeereenenenconaranasnsnensanareresasanareseratrntnentesnonransoastnasmiesanrnespamnssearesnsamacavaemeasaresmrnarcecnsrcapapocamamaessamesacsearesecnpanneecasostensrsnoaoacmoupennemcerenonsponeaescatetesacpaemasesenenenensnonconsoseassosssetesenecsnnsssosrerinarncronparsisnatanomanasanesnseoneamsnassanersecnsann® 


jonveecasnaes tr Wlveds ealeeS. 
eR ee tae e Te ren RLO SR De 80 eGov e Doel eto et 2 06 ne 8. ms 0 a 16 ee a 8.0.8 40200 604.0 0 0.00 818 8 elke Ble en vlS et geBlG.2 Ss t)2.8 2 e/a cP 010 850 0d a nf £6 0 8 Rb G4 0.8 2 0.816 0.4 6-80.20 -6 0-008 0 £-0-8.0-0 00 6 9.6-8-0-0.0-€-s0n 5 5_H-6-E-5-9 0-0-0060 .0-0.5-6-#-0'S 8G 0.0'A-6-0-4 8 UGE 5.0.50 D'S 0 )a-h OG 4 0-5 Rif 0G v/v 00.8 0 0-8-6.B_P-P DOS 4.0 -4/8 0.8 0 e008 6S e 6g 0 5.3.06 0. a-8 4 "Bb O02 e. 
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Completing an Experience record form 





ESTES SUTIN SN SNE IS OU SEES ES SB SS ODO BS I EN RS eT A RS 


For new employees, standard forms are helpful. The Modify the text of the form to suit your needs and use 
Experience record template contains fields, for quickly VP Basic Graphics to add, delete, or adjust form ruling 
entering information. You can use <Skip/Next> to lines. 


quickly move from field to field as you input 
information. You can copy the template to your 


desktop from the online samples collection. IN| User Guides 
Document Editor: Basics User Guide 


Guides}| pocument Editor: Tables, Fields, Mail 
Merge User Guide 


Related documentation 








chapter 3 
Graphics User Guide 
Use these applications Eerie Dee 
10 oo ~—s VP: Document Editor VP Document Editor | Tutorials: 
| VP Basic Graphics Document Creation and Styles 
eg VP Document Editor III Tutorials: Forms 
lla and Fill-in Rules 


VP Basic Graphics Tutorial 


Your group name 
Experience record 


Name: [J Employee number: [J You can use <Skip/Next> to 
quickly input information. 


Current grade and title: [J Last promotion date: [J 


Short term goal: (provide detailed description such as job title) [4 To customize the form, use the 
capabilities of both VP Document 
Editor and VP Basic Graphics. 


job Experience Requirements 


A table provides easy organization 
of information on the form. 





Presentations 








ered 


ee a, 
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Whether you are preparing overhead transparencies for a 
presentation or exhibits for a written proposal, VP Series 
software provides eye-catching visuals for effective 
communication, including: 


Developing marketing presentations 

Preparing written proposals 

Developing presentations for multinational release 
Listing sales prospects 

Developing brochures 

Retrieving information from a host computer. 


The templates used in this chapter are in the following 
folders of the online samples collection. 


Graphics frames and borders 





Online 


Samples Presentations 





Document designs 


Large lettering and symbols 


C 
CI 
C1 Data capture 
CO 
C] 


Maps 





iy vera cravat OAPAMA LAUD RIOR LOM ot RS ENERO CS LE OE 2 MELTED ANT NRL NS RES HONE RBSE TLL SON TTR PATIL 1 PNINEL NE SAT BOE TOOT. EE RESETS OOP RIAA BIN TMB CM hy Maran A amie Ey 
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Developing a marketing presentation 





For large graphic lettering, copy characters from a variety 


VP Series software provides tools you can use in creating 
of fonts available in the following folder: 


materials for your next marketing presentation. You can 
copy transparency templates from the Overhead 
transparencies folder. 





COPY. [ D Transparency for text Use VP Data-Driven Graphics to create charts for your 
a Transparency example, text and graphics Picseranon: 


Presentation transparencies 


Terminal Emulation 


be’ 





Transparencies with large lettering 


3.76 01-11-82 3.00 ELBOW JOINTS 
80.50 01-13-82 80.50 FAUCETS 

2.24 01-22-82 2.00 PIPES 
100.00 02-01-82 100.00 AM.STD.TANK 
3.76 02-21-62 3.00 WASHERS 

80.50 02-28-82 80.50 GASKETS 


EDC 


Presentation 


270.76 Bar Chart 


You can copy a transparency 
4 template to your desktop and 
| add your own text and graphics. 9 


Record File 


4 You can copy large graphic 
| letters from a variety of fonts. 
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Charting your data 


PSSA SEIT (ARIE CS REN YY ND HE SLT EGAN Nal Ce SENAY IT PRR Tee PE Ea az 





For effective visual communication, you can format data Use these applications 


in chart form. With VP Data-Driven Graphics, you can 10 
create your own bar, pie, and line charts. You can also \7 
copy and customize samples from the Presentations 

Loader 





folder: 





VP Document Editor 
VP Basic Graphics 
VP Data-Driven Graphics 





Pie chart 


You can easily create a pie chart like the one to the right, or 

bar charts like the ones below. First, enter the appropriate ee SSe 
chart from the Graphics Special keyboard. You can then Shipping 
provide data in a table or on the chart property sheet. 

Finally, you can modify the style, size, and appearance of 

the chart as desired. When information in the chart is 

updated, the chart is automatically redrawn. 


Bar chart (horizontal) Labor 


Projected sales (in thousands) 





Materials 


0 200 400 600 800 1,000 1,200 Bar chart (vertical) 


Stock (Price per Share) 





Lita Model 1 £ 40 
1993 ies 
ode 

1994 os 32 
1995 24 
1996 

16 
1997 
1998 8 
1999 0 
2000 90 91 92 
2001 





Index 
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Designing data-driven charts 





Related documentation 


INT User Guides 
Guides Document Editor: Basics User Guide 
Graphics User Guide 
chapters 2, 3 


You can use VP Data-Driven Graphics to 
generate a straight-line pieced chart, a 
straight-line best-fit chart, or a data- 
point chart. 


A straight-line best-fit chart 
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Training Tutorials 
VP Document Editor | Tutorials: 


Document Creation and Styles 
VP Basic Graphics Tutorial 
VP Data-Driven Tutorial 


A straight-line pieced chart 


95 


92 


90 





85.5 38 0 


Like bar and pie charts, the data driving a 
line chart is contained in a table or 
within the chart property sheet. 








ARANDA 2 I ATS LETC ERO OIE weg PE AR CO OR SU RT CAPS RR DOA Te ROI YA BSR Ms Er EG ee : 


The key ingredient to a successful written proposal is 
often the supporting material—the exhibits. With VP 
Series software, you can use the same bar, pie, and line 
charts you created for overhead transparencies, and 
include them as figures in your proposal. 


You can use the Table of Contents Generator to 
automatically compile entries from section headings to 
create a table of contents with page numbers to your 
proposal. 


You can copy the sample proposal from the Document 
designs folder: 





Preparing a table of contents for a proposal 


Table of contents 


introduction 1 


Investment analysis 7 
Conclusion 3 


Appendix A 11 


Appendix B 15 





REEL Onin tN. tea Cotati Rite MGUY AULA DAA eRe AL a aR REARS NACo Sue OPS TR TNO Lun LGR Sa hs St SCM AE 


Preparing a proposal 





SEEN RAVAN Ke os MN Beat rea 


Use these applications 


: O 
Loader 


Related documentation 


oy. ~»6 VP Document Editor 
Table of Contents Generator 
VP Data-Driven Graphics 





NI] User Guides 
Document Editor: Basics User Guide 
Guides|} nocument Editor Options User Guide 
chapter 2 


Training Tutorials 
VP Document Editor | Tutorials: 


Document Creation and Styles 
VP Long Document Options Tutorial 
VP Data-Driven Tutorial 


Appendix A 


Investment analysis 
Introduction 
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Re enone eee Ae SE eee 
Preparing an exhibit for a proposal 
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Stocks by State 


(figures in millions) 


The table and the bar chart illustrate 
the same information. The bar chart 
is driven by the table, and both are 
part of the same report. 
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Totals 986.70 969.5 
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| automatically total table 
q columns. 
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impounding under-loan programs, when ong 
decrease of 5% from a year ago versus the off 
19% froma year ago. In effect, nearly 33% ¢& 
wheat states’ stocks is under loan. a 


In the seven Central soft red winter wheat sti 
October 1 were down 48% from a year ago. % 
stocks, less than .3% is under any loan prog ee: 


arate. + 


oe 
oe 
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Many of the wheat stocks tied up under loargg 
level. For the last three years, farmers have g& 
loan programs for orderly marketing in the Kg 


states. Selling occurs in the scale-up prices agg 
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Developing presentations for multinational release 
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In developing materials for a multinational product 
release announcement, you will find the online map 
collection helpful. These maps depict major 
geographical areas of the world. You add your own 
labels to the maps and print them out as handouts or 
overhead transparencies. 


In developing your presentation, use these maps along 
with line, bar, and pie charts to give your materials a 
polished, professional look. You can copy sample 
transparencies and maps from the folders listed below. 


Using VP Series software’s robust multilingual 
capabilities, you can prepare your product release 
exhibits in French, German, even Japanese or Chinese. 
With the International Keyboards folder, the Extended 
Language Option, and a variety of text packages and 
capabilities, you can generate text using the alphabets 
and symbols required by many different languages. 


Overhead transparencies 
Maps 


Transparency for text 
British Isles 





Creating materials for an international product 
announcement 


WARWHCE 
es 


LONDON 
s 





New Features 
e Audio attachment 


e Lighter packaging 
e Extended warranty 





Use these applications 


uo 19 ~—s VP Document Editor 
\7 VP Basic Graphics 
VP Data Driven Graphics 
VP Freehand 
International Keyboards folder 
VP Extended Language Option 
VP Chinese Text Capability 
VP Japanese Text Capability 
VP Arabic Text Package 





Related documentation 


NT «User Guides 
Document Editor: Basics User Guide 
Guides Graphics User Guide 
chapters 2, 3, 4 
VP International Keyboards User Guide 


Training Tutorials 


VP Document Editor | Tutorials: 
Document Creation and Styles 

VP Basic Graphics Tutorial 

VP Data Driven Tutorial 

VP Freehand Tutorial 


Distribution Share 


Australia 





United Kingdom 


Use online maps, graphics, and multilingual 
keyboard applications for your presentation. 
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Developing a bulletin 








VP Series software provides all of the word and graphics Use these applications 

processing tools you need to design a bulletin. With 1.0 ; 
graphics, bitmap, and text frames, you can create almost \7 : vi sia a 
any look. Use graphics frames for drawings you create VP ried pom ae = 
using VP Basic Graphics. Use bitmap frames to capture Loader es Pro Illustrator 


canvases containing VP Freehand drawings and scanned 
pictures or photographs. Place text frames for callouts 


within any graphics frame. You can copy the sample Related documentation 


Bulletin template from the Document designs folder to NJ] «User Guides | 
your desktop, and modify it to suit your personal style. Document Editor: Basics User Guide 


Guides Graphics User Guide 
chapters 2, 4 
Xerox Pro Illustrator Reference 


Training Tutorials 
VP Document Editor | Tutorials: 


Document Creation and Styles 
VP Basic Graphics Tutorial 
VP Freehand Tutorial 
Learning Xerox Pro Illustrator 








Designing a company logo 


The New Image logo was created using a variety of VP Freehand drawing 
techniques. First, special letters (in this case, Art Deco letters) were copied 
from the Large lettering and symbols folder into a graphics frame. The 
lettering was then captured onto a Freehand canvas and brushed in a wave-like 
texture. Final effects were added using Freehand’s curve-drawing feature. 


Logo canvas icon 





“New Image” logo as it appears on a Freehand canvas. 


Use VP Freehand to 

design a logo for your 

company’s bulletin. When 

your canvas is complete, 

3 s : incorporate the logo into 

eine” fi your document by 

ad copying the canvas icon 
into a carefully placed 

bitmap frame. 
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Developing a bulletin 













Insert text frames where you 
want to place words, or simply 
start typing within a graphics 
frame. An automatic text 
“callout” appears. 






Use bitmap frames to capture 
the logo and other VP Freehand 
drawings, as well as scanned 

drawings and photographs. 














Full Graphics angi Text Design 


Automated typesetting 
In-house artwork 
4-color design 
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Bit while the garden was lovcty and Mikysrayw as th: be.t dog in the whole 
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Nilb sway once day ao thry played fetch the garden -She often talked to Milkyway 


even augh mme knew Re enuldn’t always uncemtandg ners) laetthere vere other 
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Desktop Publishin 


With Xerox VP 
Series professional 
publishing 
software, we can 
take care _of all 
your business 
advertising needs, 
right at our close, 
convenient 
location. 


the snapdiagons ta thik whatrould te done 
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Enter basic graphics from the 
keyboard, or copy them from 


the Basic Graphics Transfer 
Sheet. You can then size, scale, 
shade, and modify properties 
for eye-catching effects. 


Use a graphics frame for basic 
graphics, bitmaps, and text 
frames. 
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Retrieving and presenting information from a host computer 





Communicating with a host computer Data Capture 

Using VP Data Capture along with one of the terminal In using VP Data Capture, you first identify the source 

emulator features, you can take advantage of the data you wish to capture and manipulate on your 

system’s abilities to both retrieve data from a remote workstation. The source data is often contained in a 

host and to display and manipulate this data. VP Data database on a host computer or from another type of 

Capture is particularly useful for converting textual data workstation accessed through the network. 

or terminal emulation data to table form. | ; 22 
Once you have identified your source data, you write (or 

The various terminal emulation applications enable you reuse an existing) preamble or description of the data 

to communicate with a variety of host computers. These | you want captured. Your source document is the VP 

emulators include the following: document containing the source data to be captured 

© DEC VT100 and, hey the aetna ra grail ia 

© KSR35 (TTY) ell S$, YOU sl ve isa e preamble, or 

«  “Telktronixdoda override one preamble with another. 

e VT 640 You can copy one of the sample documents contained 

e IBM 3270. in the Data capture folder to use as a basis for your 


All but the IBM 3270 feature are TTY-port oriented creation of a source document. 


emulators and require you to run Asynchronous Terminal 
Basic Software. 








Host computer 


Use VP Data Capture to 
convert terminal emulation 
data to table form. 





source document 





™a 


emulator 


Data in table form 


You can write a preamble 
to precede your source 
data, or you can enable 
an existing preamble. 
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Using terminal emulation 


BAAR ATSIC AUSAL EAHA WN AG MSEC RR ARE TNO RUG ECLA a es CATR Oe ee Gt Wag iat ty oad a Cia A OA LR RMR OC OR SDD AL a ag cra Ra SC CREA on SZ LACE Ae OU SA RN OMEGA LB eC RE UO (USS LLRs Bi SCL Oana PAARL SES Bei ee ere Ly ORS ee CL 


TTY emulation 

The TTY-based emulators provide a window for 
exchanging data between your workstation and a host 
computer. 


Standalone workstations communicate with the host 
through the workstation’s local port using Local RS232C 
Communication Access software. A modem is necessary 
to translate digital data into analog data. 


Network workstations communicate with the host 
computer through the network External Communication 
Service (ECS). The ECS provides the necessary 
asynchronous communication and enables you to send 
data to and receive data from the host computer. 


In TTY-based workstation 
emulation, you communicate 
with the host through your 
workstation’s local RS232C 
port and emulation software. 


In TTY-type and 3270-type 
networked emulation, you 
communicate with the host 
through the Ethernet using the 
ECS’s RS232C port. 


emulator 


emulator 


a (D 


3270 emulation 

The 3270 emulation software provides the IBM 3278- 
series terminal display window on your workstation. 
With this emulator, you can send and receive data to 
and from the IBM host computer (just as you would with 
an actual 3278-series terminal). Using the 3270 
emulation window, you communicate over the network 
to the ECS, which performs translation between the 
Xerox Network System (XNS) communication protocols 
and IBM’s BSC or SNA communication protocols. 


As with TTY-based emulation, a modem is necessary 
during 3270 emulation sessions for communication 
across telephone lines. 
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Using Data Capture 





Use these applications Related documentation 
Lo %, VP Data Capture ~ WN} User Guides . 
VP Terminal Emulation of DEC VT100 Guid Information Management User Guide 
4 VP Terminal Emulation of IBM 3270 hae Part 1 Data Capture 
eooee VP Terminal Emulation of Tektronix Host Interfaces User Guide 
4014 


Training Tutorials 





VP Terminal Emulation of TTY | ; 
é ; VP Data Capture Tutorial 
ae pts is illo - VT640 VP Terminal Emulation of TTY Tutorial 
y fs ers Seen VP Terminal Emulation of 3270 Tutorial 
ae ip oa Earaunienioinacexs VP Terminal Emulation of 3270 File Transfer 
Software Futorial ; . 
VP Terminal Emulation of VT100 Tutorial 
VP Terminal Emulation of VT640 Tutorial 
VP Terminal Emulation of Tektronix 4014 
Tutorial 
Using VP Terminal VP document containing data 
Emulation, retrieve data from the host computer. 


from a VAX host and save 
the data as a document. 





fa phe eae EMPLOYEE URBERNeioee nae cece. 
a alerts iy name EMPLOYEE NAME\type textXformat 
a XXXXX 


4 (character 38 meme woe CLOSED 7s 5 ERA Xtype amountXformat bbbb). 

: character 48}(na Wo’ Tie esti SXtype amountXf ormat bbbbb). Use a data capture preamble 
4 (character name @ amount)(forma 

4 (character 68)(name ACT. Tl ae sehe Pe ear eNtorne: bpbbb 3} to format the data as a table. 
@ (character 81)(name ERFICIENC PERCE AGEXtype amount) format bbb). 

4 (character 90)(name NON-OT LOGGEDX t pe amountht ormat 

4 (character 101({name HOURS A TRGEXtype ar format bbbbb). 

4 (character 112Kname UTILIZATION LAB type amountX format bbbbb). 

= Enaroster 126 name PRODUCTIVITY RCENTAGEN Yeype amount\format bbbbb). 

4 (end of preamble). 
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EF __-________ Zs 
Using Data Capture 


PIGEML Oe RITneL T/A ISIE ea MeN CRAIN oP RAST UV IAC RTCA CECE 7d ALICE EIMARULSOE CEST KAU a SOLAS NAN ACOROMA WAS ERICA TRA REY SARC RCE RCO To gc SS Sy mT a er 


Use VP List Manager to create salt 
a database of record file Database 
information from the table. 





You can make selective views of the 
database. You can then convert the selective 
view into a table and use the table to drive a 
bar chart. 
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Sales and marketing 
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Preparing a large mailing 
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you need sales tools that are both effective and easy to 
use. VP Series software provides the tools you need to 


In your effort to successfully penetrate the marketplace, 
accomplish the following tasks 


The templates descr 
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Preparing customer letters 





VP Series software can provide you with all the tools 
necessary for professional, written contact with potential 
and existing customers. 


By copying the Customer letter template from the 
Document designs folder to your desktop, you can 
quickly generate an initial customer letter or a follow-up 
letter. 


You can save the information from the letters you create 
in your own file for use with other customer mailings. 
For convenience in entering information specific to a 
customer, the template contains appropriately placed 
fields. You can enter this variable information from the 
keyboard or from a record file. 


Customer letter 






aaa a ae if ah hah hha hh Ye het i St 





Insert your logo 
August 1, 1990 
[Mr. John ClarkJ 


Street address J 
rCity, State] 
FZipJ 


Dear FMr. ClarkJ, 












4 customer name, address, 
4 and salutation information 
4 from a list in the form of a 
4 table or record file. 


















For a limited time only we are making a very special 
offer available to our best customers ... 









Sincerely, 





desired. 


018,800,800 0 886 ee ee eo 888.8 vee a te 8 bees 88 AP es 8 e888 68 es en eee wees see ete ee eee 8s ae, 





qa scanned signature. 


Calendar 
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Use the online letter 
template to create 


adjust the layout as 


Optionally, you can store commonly used phrases in 
your letters in an expansion dictionary and bring these 
items into your letters at any time using the 
Define/Expand function key. 


Once you have sent your letters, you can enter notes in 
the Personal Calender feature. The system automatically 
reminds you to call your customers at specified times. 


For national and international communication, you can 
copy Clock icons to your desktop and set their property 
sheets to the time zones of your affiliates. 


Follow-up letter 


Insert your logo here 
August 1, 1990 


[ Mr. John ClarkJ 
[Street address J 


customer d [ City, State] 
Please respond by [ month, [day to take advantage corresponaence. [ZipJ 
of this special offer. Enter your text and 


Dear [ Mr. ClarkJ, 


Congratulations! By accepting our offer, you 
have the opportunity to find out first hand 
just how much value is packed into our Xerox 
software. You will soon be experiencing its 
unique capabilities in your own office. 


In order to schedule delivery of you software, 
| we need written confirmation of your order... 





The Personal Calendar can 
remind you when it is 
time to get in touch with a 
customer again. 





HOLMAN MKT CHDIR SLM MORRO ER AL CHT NA YUN REKLAMA BRO MY OUR SHUR CLD TEL LE 


You can keep track of your customers using the online 
Customer contact database. You can fill in this 
template with customer information. You can sort the 
record file in a variety of ways, add or update customer 
information, and print the list for use in the field. You 
can copy the Customer contacts management folder 
from the Business correspondence folder. 






1.0 VP Document Editor 
VP List Manager 
Personal Calendar 
Loader Clock 


Communicating with customers 


ERE AAR CIS AAE a SR NORA. SCAU MRD ORE LAD TPIS Ok x EAN N DERE ORG OM Se ACen Zt REAP SC ee ed aCe eee ae pL Li Me Ra aN cece Aen Ne A OS teh ne eee ae ot a 2 a 


Related documentation 


INT =User Guides 
Document Editor: Basics User Guide 


Guides)! nocument Editor: Tables, Fields, Mail 


Merge User Guide 

Information Management User Guide 
Part 2 List Manager 
chapter 3 

VP Office Accessories User Guide 
chapters 1, 3 


Training Tutorials 


Document Editor | Tutorials: Document 
Creation and Styles 

Document Editor Ill Tutorials: Forms and 
Fill-in Rules 

VP List Manager Tutorial 

VP Office Accessories Tutorial 





Customer contact database 








interest. Your tabular information can be printed 
and referred to when making customer calls. 


Contacts sorted by territory 


Tame [re [rts [coor 

sy Cr 

es ee 

rats [owinerm [+ [oven 
ek 













JoAnn Padgett | (213) 374-7777 Pennywise Consultants 





| Name Address | Phone | Territory Company Last Call Next Call 

Tom Bender 19000 Hamilton Ward Drive (213) 374-7777 Xerox Corporation 5/31/90 7/12/90 
Hamilton, CA 90025 

Sandra Taylor 1154 Fullerton Street (213) 374-7777 Movie Illusions 6/15/90 
Canoga Park, CA 91304 

Russell Sabiers 1908 Edgewood Avenue (213) 374-7777 
North Hollywood, CA 91603 

Susan Cranston | 8202 Campbell Drive (213) 374-7777 
Inglewood, CA 90302 

JoAnn Padgett 3235 Voorhees Avenue (213) 374-7777 
West Los Angeles, CA 90025 


Sort data by fields and suppress fields that are not of 


Developmental Systems | 6/15/90 od 
imperial Studies, Inc. 5/11/90 7/11/90 


i Pennywise Consultants | 5/2/90 7/2/90 








Filters can eliminate data entries not of 
interest. This example lists only customers 
not contacted in the last 30 days. 


Contacts not called in the last 30 days 


Tine [rene [tc [onc 
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Preparing a large mailing 





Then you can use Mail Merge to insert customer name, 
address, and salutation information from the address 
table into the letter template. Mail Merge automatically 
creates one letter for each name and address. 


Your sales campaign may include a large mailing of the 
customer letter. With basic knowledge of VP Document 
Editor Tables and Mail Merge features, you can 
coordinate large mailings more easily. 


For different types of letters and mailings, you can 
merge data from all table rows or specify that only 
certain rows are to be included. 


The Customer letter template includes fields for the 
name, address, and salutation. You can prepare an 
address table by using either a blank table or a tabular 
view of a VP List Manager record file (refer to the 


Customer account management sample). To assist you in preparing letters for your mailing, you 


can copy the Customer letter template, the Address 
table template, and the Customer letter template from 
the Business correspondence folder. 


l Date J 


rNameJ 
[Street Address | 


PCity, State, Zip September 28, 1990 


Charles Adams 
134 Brooke Street 


Dear [Salutation , 
Irvine, CA 90023 


The Fourth Annual Communications Seminar, 
set for October 22, will take place at the 
Wilmington Hotel on South Main Street. A 
buffet lunch will be served. 


Dear Charles; 


The Fourth Annual Communications Seminar, 


You will receive an itinerary within two weeks. 
Please reserve your space at the seminar before 
October 17. 
Thank you, 


Sample Author 


134 Brooke Street 
Irvine, CA 90023 


am 
Collins | Kathy 1616 1st Street 
Torrance, CA 90135 


2109 Highland 
Santa Ana, CA 91033 
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address 
table 





set for October 22, will take place at the 
Wilmington Hotel on South Main Street. A 
buffet lunch will be served. 


You will receive an itinerary within two weeks. 
Please reserve your space at the seminar before 
October 17. | 


Thank you, 


Sample Author 





You can create a form letter using 
fields. Then, with an address table, 
print individualized letters. 





Preparing a large mailing 


PAAR WA Ra RC COURT REZ AUSSC Lae Te (Sas AON OR BET ed Oa eRe es Sa a ee eC meee a a SOR RAST Se aU Re Ren RECO SR CS TA Re LORRI HM NEON LTO AE OES 7S SDSL RCC gM OR Re Lc 


To create Mailing labels for your large mailing, use the 


33 labels template provided in the online samples 
collection. Using Mail Merge, merge data from the 


same address table along with this label template to 
create mailing labels for your form letter. Using this 
method will speed both the processing of your labels 


and contribute toward their accuracy. 


You can copy the 33 labels template from the Labels 


folder, and the Address table template from the 


Document designs folder. 


Use these applications 


1.0 : 010 
\7 : 101 








VP Document Editor 
VP List Manager 


Label 
template 


Charles Adams 
134 Brooke St. 
Irvine, CA 90023 


Related documentation 


Guides 


Kathy Collins 
1616 Ist Street. 
Torrance, CA 
90135 





User Guides 

Document Editor: Basics User Guide 

Document Editor: Tables, Fields, Mail 
Merge User Guide 
chapter 2 

Information Management User Guide 
Part 2. List Manager 


Training Tutorials 

Document Fditor | Tutorials: Document 
Creation and Styles 

Document Editor II Tutorials: Mail Merge 
and Tables 

VP List Manager Tutorial 


134 Brooke 
Charles Irvine, CA 
90023 


1616 Ist Street 
Collins Torrance, CA 
90135 


2109 Highland 
Santa Ana, CA 
91033 


Gaines 


Mark Gaines 
2109 Highland 
Santa Ana, CA 
91033 
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Project management 





Whether you are a department manager in a financial 
corporation or a program manager in a development and 
manufacturing firm, you can use the integrated features 
of VP Document Editor and VP Basic Graphics to help 
you plan your strategy and your staffing needs. With 
these key VP Series software applications, you can 
quickly perform the following tasks: 


e Planning a project 
e Managing an engineering project 
e Authorizing a change decision. 


The templates used in this chapter are in the Project 
management folder of the online samples collection. 


(J Project management 


Online 


Samples C1 forms 
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Planning a project 





ViewPak software provides the graphics and word You can copy any of the planning chart templates in the 
processing tools you need to map out any project. Project management folder to your desktop. 
Using the Gantt chart template, you can schedule the To use the PERT chart template, open a large graphics 


milestones for a project where each succeeding step 
starts upon the completion of the prior step. You can 
also use a PERT chart to visually identify and analyze the 
dependent relationships between steps. 


frame in your document, and copy and arrange the 
symbols and arrows as you wish. The symbols already 
contain text frames, and you can add text frames 
anywhere in the graphics frame. 


The 3-year milestone chart template contains three 
tables. You can easily change the dates and the 








[1 PERT chart appearance of the ruling lines. The entries over the 
Gantt chart columns consist of graphic shapes and text frames which 
3-year milestone chart you can copy or modify. 


Development schedule 





3-year milestone Gantt chart template 


1991 1992 1993 


aN ‘a 


Project Plan 


ane eae 





Develop 
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Planning a project 





SPARS NS Te DS ORAL ERAMADE NS APS BP. Seba PAU RORALL ABS Role RGAE UN Te Be De hs Ge HN SA Nell Che AER ATO SE MERON gt AF RUGS CoML OTANI RA RL PE Le IIR WAR rea SRE ct AAMC CO SIA SCRE BaD TAL Face BN aaa, Pate RLE ASS Coles, oat ea UL AE RI EO) BORN 


Use the Development schedule Gantt chart template as Use these applications 


you would a table. You can add, delete, or modify TO 
rows, columns, and headings, and type text within the se : 
cells. You can also copy and arrange the Gantt chart 

symbols provided in the template. haadar 


The Development schedule template consists of two 
tables. You can enter your own text. You can also 





oo = VP Document Editor 
VP Basic Graphics 


Related documentation 


change the properties of the ruling lines, and modify the NJ] User Guides 


existing graphics symbols or add your own symbols. 
Guides 


Document Editor Basics User Guide 
Graphics User Guide 


Training Tutorials 
VP Document Editor | Tutorial 


VP Basic Graphics Tutorial 


Development schedule template 


SCHEDULE 


Up arrow from math keyboard 





eed TT 
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a TN 8 — —_ 
Managing an engineering project 











You can take advantage of the online templates to The Program process template provides graphic shapes 
design program process, change, and instruction forms you can use to illustrate the program inputs, processing, 
for authorizing changes during development. and outputs. You can enter your own text within the 
text frames. You can also add your own text frames and 

To get started, you can copy the engineering and eapbice 

manufacturing project form templates from the Forms cla ae 

folder to your desktop. The Engineering instruction template contains existing 

| text frames that you can modify and fill out. Some areas 
OPEN || [1 Forms of the template include fields. With fields in place, you 
zc can use <Skip/Next> to jump from field to field, 

copy || DO Engineering instruction entering information as you go. 





Program process 
Program change decision 
Manufacturing change authorization 





Engineering instruction template 


O TEMPORARY PE! 
Void 


MANUFACTURING DIVISION O FINAL PEI 


PROCES INE 
i 
= Program process template 
ae ee Soke ae 
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PROCESSING 


PROGRAM List 

INPUTS Your 

"| Processing Actions 
in this 

Field 


List 
Your 





Program Inputs 
in this 
Field 


Preliminary copy(s) tor immediate Implementation Given t ee 
(Must be replaced with released conv(s) ae 


Formal Process Verif.:(] Not Avail.:>¢) Not Reqd This | a 





OUTPUTS 
1.0 SCOPE: : 
List 
es Your 


Program Outputs 
in this 
Field 
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Managing an engineering project 





Both the Manufacturing change authorization template Related documentation 


and the Program change decision template contain 
multiple text frames. You can modify the text frames 


NJ] = User Guides 
Document Editor Basics User Guide 


and change any properties, such as the size of the font Guides|] Document Editor. Tables. Fields. Mail 


or the weight of the ruling lines. 


Both change forms contain fields for you to easily skip 
to the areas of text you want to enter or change. 


Use these applications 


7 0 ~=—) VP: Document Editor 
Loader 





VP Basic Graphics 


Program change decision template 










PROGRAM CHANGE DECISION 


J rd 


ADJUSTMENT REQUESTED: 
rd 


PCR NUMBER 












Pat 





ACTION DEPT. 


SIGNATURE AND DATE = 








CHANGE AUTHORIZATION 


Merge User Guide 
Graphics User Guide 


Training Tutorials 
VP Document Editor | Tutorial 


VP Document Editor III Tutorial 
VP Basic Graphics Tutorial 


Manufacturing change 
authorization template 


REN Sass Ba Santas Oana nenanan cn ece PAE DIRLM I eSeSDOMEMSUanonnnebet SAE) DIMERLMGADDDIDeecoaaseeesesv acne dotoaeovsnnmaeaenethsnsasetenebetenetnseconeoPOnetpaanansDbOn nase oneneceneonneveptetedvipuatarpoes scene tetetvtntviatatnonnaC Meat rADeet ethic str te sseacncnanseantncecasetatatelcosnsesese 





SHEET 1 OF 
SY pROUECT: PE. css | MCA APPROVAL SIG DATE 
= ASSY NO. PART NO. OK TO CLOSE OUT THIS CHANGE, [SIGN ONLY aes Pre cy eas ee a 
eee AFTERALL ACTION ACKNOWLEDGEMENTS HAVE 
: BEENRECEIVED,REVIEWED,ANDRESOLVED). fof 
: | 
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The publishing world has the greatest demand for layout 
and graphics capabilities. With VP Series integrated 
software, you can put VP Document Editor, along with a 
choice of graphics applications, to work for you in 
performing many creative tasks including: 


e Updating a product catalog 

Developing a newsletter 

Revising information in a long document 
Updating the company phone list 
Designing a customer feedback form 
Designing a survey form. 


The templates used in this chapter are in the Document 
designs and the Forms folders of the online samples 
collection. 


(J Forms 
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BMeOrttrare 
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Updating a product catalog 








For basic word processing tasks, VP Document Editor is Use these applications 

both simple and powerful to use. In updating a product 1.0 : 
catalog, you can use Find to search for information you <7 “i Eas pit 
need to update and quickly add or modify text. ond VP Freehand 

With a few quick keystrokes, you can adjust the point a 


size, font, or style of paragraphs, headers, footers, and 


photo captions. Related documentation 


Using VP Basic Graphics, you can add diagrams in Ny} User Guides — 
graphics frames and then label them using embedded Guides| Document Editor User Guide 


Basic Graphics User Guide 


Freehand User Guide 
You can copy the sample product catalog template from - 
the Document designs folder. Training Tutorials 
Document Editor Training 


Basic Graphics Training 
Freehand Training 


text frames. 


To speed the process of 
updating a catalog, use 
the Find, search and 
replace functions to 
quickly locate the 
information you need 
to change. 


You can change the size 
and font of paragraphs, 
headers, and footers 
with minimal 
keystrokes. 


Use VP Basic Graphics 
and VP Freehand to 
add diagrams and 
pictures. 
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Developing a newsletter 





In creating a newsletter, you can use the word 
processing and graphics features to quickly perform the 
following tasks: 


e Planning the layout of the publication 
e Organizing text and pictorials. 


Use the VP Document Editor linked text frames feature 
to design a professional layout for your newsletter. With 
linked text frames, you can let the system arrange the 
text to flow around drawings and photographs. Simply 
set up the newsletter as the layout document, input 
plain text into a source document, and then “pour” this 
text into the layout document's linked frames. For 
added readability, you may wish to incorporate a 
columnar look in planning the layout of your newsletter. 


You can place your newsletter’s masthead and 
accompanying header and footer material in separate 
text frames. 










° ° ° ° cry 
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. graphics frame © 
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text frame 
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text frame 
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embedded text frame 
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If you do not want to use linked text frames, you can 
always set up columns for your newsletter using the 
Margins property sheet. (These columns can be equal 
or unequal in width.) If you plan the layout using this 
method, you set up your header and footer using the 
Page Layout properties sheet. 


For all types of layouts, you can specify different fonts 
and point sizes for your text, as well as margins and tab 
stops for individual paragraphs by adjusting text property 
sheets. 


You can use the Define/Expand feature to automatically 
recall stored text items that you use often, such as the 
volume number and subtitles. 


The autohyphenation feature allows you to control 
when, and under what circumstances, VP Document 
Editor hyphenates a word at the end of a line. 


It is easy to lay out a newsletter 
and give it a custom touch using 
different text and graphics frames. 
Here, the front page of the 
Sightings publication is mapped 
out. 


Use a text frame embedded in a 
_ graphics frame to create an 
original look for a masthead. 


Linked text frames allow your text 
to automatically “flow” around 
pictorials. 


Caption a bitmap frame 
containing a photo by placing a 
text frame beneath it. 


--- text frame 


hairline rule 
(basic graphic) 


-- graphics frame 
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Developing a newsletter 





With VP Basic Graphics, you can add hairline rules (lines 
separating columns and article blocks), background 
shading, and frames containing line drawings and 
pictorials. Use Pro Illustrator, a powerful graphics 
application, to generate these line drawings, and VP 
Freehand to customize existing drawings. 


You will find the Pro Illustrator Quick Art collection a 
useful source of basic graphics from which you can 
copy. The Quick Art folders containing Banners, 
Borders, Flashes, and Dingbats can assist you in creating 


a masthead and customized touches for your newsletter. 


If you have access to a Xerox 7650 Pro Imager scanner 
and a workstation running XPI Pro Imager software, you 
can scan in photographs and drawings that were not 
created using VP Series software. Using VP Freehand, 
you can then edit or crop these photographs and 
drawings. 


Since you may invest a great deal of effort in setting up 
the layout specifications of your initial newsletter, you 
may want to design the look using Styles. You can 
apply style rules to future editions of your publication. 


To begin creating your newsletter, you can copy the 
sample newsletter template from the Document designs 
folder to your desktop. 





You can create a newsletter like this 
one, utilizing the word processing 
and graphics capabilities of 
different VP Series software 
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Greys off of Santa Cruz 


Within the past five days, 
there has been an increasing 
number of grey whales 
congregating near Santa Cruz 
Island. The whales, which 
constitute mostly young 
families, have been sighted 
approximately one mile east 
of Little Scorpio anchorage, 
the island’s southern most 
outpost. 


Island Tak, a charter vessel 
operating out of Channel 
Islands harbor, has rerouted 
its normal mid-season route 
through the channel to 
include a stopping-off point at 
this location, giving spectators 
a chance to enjoy this rare, 
scenic vantage point. 


For more information on 
Island Tak whale watch 
cruises, contact Channel 
Bound Chartering Services at 
(805) 988-8346. 


Cal Poly to Hold Lecture 


“Flora, Fauna, and the 
Mammalian Biosphere” will 
be the subject of a lecture 
given by Klaus Clingersmith at 
California Polytechnic 
University, San Luis Obispo, on 
Friday, February 22 from 8:00 


Klaus Clingersmith 


P.M. until 10:00 P.M. The 
subject of the lecture will focus 





applications and features. 


You can plan the layout of your 
newsletter using linked text frames 
(depicted on the previous page) or 
by incorporating standard columns. 
With either method, you retain full 
control over font, point size, 
margins, and graphics properties. 


Many of the elements that go into 
the creation of your newsletter can 
be stored for future use. These 
elements range from individual text 
items to the entire look, or “style,” 
of the publication. 





Developing a newsletter 
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Use these applications Related documentation 





1,0 919 VP Document Editor N 
<7 VP Basic Graphics ; 
VP Freehand Guides 
Loader VP U.S. English Hyphenation 


Xerox Illustrator Basics 
Xerox Pro Illustrator 
XP! Common Software 
XPI Local Scanning 


User Guides 

Document Editor User Guide 

Basic Graphics User Guide 

Freehand User Guide 

Xerox Pro Illustrator User Guide 
Xerox Pro I/lustrator Quick Reference 
Xerox 7650 Pro Imager Reference 


Training Tutorials 


Document Editor Training 

Basic Graphics Training 

Freehand Training 

XPIW Working with Illustrations Self-Study 
Guide 

Pro Illustrator Training 

Xerox 7650 Pro Imager Start-up Training 
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Revising information in a long document 





With VP Document Editor, you have at your fingertips a 
range of step-saving features that help you revise a long 
document with minimal effort. These editing “shortcuts 
are useful for documents that you customize or update 
over and over, such as user manuals, standard contracts, 
real estate forms, and insurance policies. 


yt 


You can copy a block of text within your document 
instead of retyping it. You can also move text from one 
location to another within the same document or from 
document to document. 


To search for and change a word or phrase (or any 
character string) throughout your document, use the 
Find feature. You can search for an exact character 
string, with or without its exact properties, or you can 
search for a character string similar to the one you want 
by including a wildcard character within the string. (A 
wildcard character signifies to the Find feature that any 
character is acceptable in its position within the string.) 


For routine editing tasks, you can automatically repeat all 
of the keystrokes used to make a change simply by 
pressing <Again>. 


To reformat your entire document, use the Styles feature 
to help automate the task. You can use an existing 
stylesheet to instantly change the look of your 
document. You can even create your own custom 
stylesheet by first setting the properties of each different 
type of paragraph within your document, then assigning 
a stylesheet tag to each of these paragraph types. 


The Keyboard Accelerators application is another 
method you can use to increase your productivity. With 
Keyboard Accelerators, you can create your own 
customized keyboards for inputting text, and you can 
also specify the actual number, availability, and use of all 
of the alternate keyboards on your desktop. 


Revising an insurance policy 


Life insurance policy 
for 
John Smith 


XXXX XXXXXXX XX XXXXXX XX XXX XXXX. XXX XX XXX. 
XXXX XXXXXX X XX XXXX XXXX XXXXXKX XXXXXXXX. XX 
MXXXX XXXXX XXXK XXKXX XXXK XXXXXXX XXXXXXX 
XXXXXX XXXX XXK XXXX XX XXX. 








XXXX XX XXXXXXXX XXXXXXXX XXXXXXXXX X XXXX XXX 
XXXXXX XXX XXXX XXXXXXXXXX. XXX XXXXXXX XX 
XXXXXX XX XXX XXMX. XXX XX XXX. XXXKX XXXXXX X 
MX XXXX XXXX XXXXXX XXXXXXXX. 








XXX XXXXX XXXXX XXXX XXXXX XXXXXXXXXXK XXXXXXX 
XXXXXX XXXX XXX XXXK XX XXX. XXX XX XXXX XXXX 
MXXXXXXX XXXXXXXXK X XXXX XXX KXXXXXX XXX XXXX 
XXXXXXXXXX. 








XXXX XXXXXXX XX XKXXXXX XX XXX XXXX. XXX XX XXX. 
XXXX XXXXXX X XK XXXX XXXXK XXXXXK XXXXXXXX. XX 
XXXXX XXXXX XXXK XXXXX XXXXXXXXXXK XXXXKXX 
XXXXXX XXXX XXX XXXX XX XXX. 








XXXX XX XXXXXXXK XXXXXXXX XXXXXXXXX X XXXX XXX 
KMXXXXX XXX XXXX XXXXXXXXXX. 
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in the event the original premium equals or exceeds that 
which is stated in Rider 228-C under section 5, the 

undersigned policyholder agrees to remit the amount of 
the remaining premium to 






Use the <Copy> function to copy blocks of text. 





In the event state regulation overrides Rider 14-B under any 
circumstances, then Rider 14-B shall be 





Use the <Again> function to repeat an edit. 





and the undersigned policyholder agrees to these provisions 
beginning March 20, 1990 until the end 





Use the <Find> function to search for an item 
and change it throughout the document. 





Revising information in a long document 





If your workstation is connected to a network and you Use these applications 


have access rights to a file drawer on a file server, you Lo 
can store a backup copy of your document in a separate <7 
location, or when you simply want to save space on your 

Loader 


desktop by keeping longer documents out of your local 
memory. For easy retrieval of documents from a file 

drawer, create a reference icon for your document and Rolsied documentuon 
keep this icon on your desktop. 


VP Document Editor 
Keyboard Accelerators 
Reference Icons 





NJ} »=User Guides 


To assist you in maintaining long documents, you can Dacument Foitor.l ser Cuide 

copy the Life insurance policy and the Document Guides| Office Accessories User Guide 
samples from the Document designs folder to your Workstation Administration and System 
desktop. Resources User Guide 


Training Tutorials 


Document Editor: Tables Training 

Office Accessories Training 

Workstation Administration and System 
Resources Training 





Document (Large portrait) 





Revising the format of a manual using Styles 


Use the Styles feature to change the 
format of your document. Below, the 
body text style has been changed to 
italics. 


10-Key Pad Keyboard 


When the 10-key pad keyboard window 
is open it is displayed beside the main 
keyboard. This keyboard contains keys 
that are on the VT100 numeric keypad. 
The keys on this keyboard are mapped 
to the real VT100 terminal keyboard and 
function the same as the keys on the 
VT100 alternate keyboard. 


10-Key Pad Keyboard 


When the 10-key pad keyboard window 
is open it is displayed beside the main 
keyboard. This keyboard contains keys 
that are on the VT100 numeric keypad. 
The keys on this keyboard are mapped 
to the real VT100 terminal keyboard and 
function the same as the keys on the 
VT100 alternate keyboard. 


—E § 
N § 
T &§ 
E ¥ 
R 


VP SERIES REFERENCE LIBRARY 





VP SERIES REFERENCE LIBRARY 
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Updating the company phone list 





Use these applications 


+4 
Loader 


Related documentation 


Ni] User Guides 
Document Editor User Guide 


Training Tutorials 


Maintaining publications internal to your organization is 
an ongoing task. One such document is the company 


phone list, shown below in a three-column format. VP Document Editor 





To get started, you can copy the Phone list template 
from the Document designs folder to your desktop. 


You can quickly and accurately add, delete, and modify 
information within the phone list. If you prefer a one- or 
two-column format for your list, you can change the 
number of column breaks and the column margins Guides 
within the template. 





Document Editor Training 
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Updating your phone list 


Phonelist 


A 


Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


B 

Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


C 


Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


D 

Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


E 

Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


F 

Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


COMPANY PHONELIST 9/1/90 


Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


G 

Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


H 

Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 


| 

Last name, First 
(213) 123-4567 
Street address 
City, State, Zip 





Add, delete, and change information on 
the company phone list. Enter the name of 
your company and the current date in the 
footer area of the Page Format property 
sheet. When you paginate the document, 
the footer appears on each page. 


You can easily customize the phone list 
template by changing the font size and 
style, or by changing the number of 
columns (two or four, for example) on the 
Page Format property sheet. 





Designing a customer feedback form 





If you supply a product or service, you may want to 
send customers a feedback form. The online samples 
collection includes a template for a customer feedback 
form. To get started, copy this form from the 
Document designs folder. You can then modify the text 
on the form as desired. 





Use these applications 
WAL VP Document Editor 
VP Basic Graphics 
Loader 








Designing a customer feedback form 


Your group name 
Questionnaire 


We would like to have your input as a valued ci 
interested in participating, please complete ang 


Name: 
Address: 
State: Zip: 


1. How would you describe your position? 
a Secretarial/clerical : 
Oo Professional/managerial a 
: Fold here 
o Other (explain) 


2. Have you used any other word processing o : 
a Yes co No _ If yes, please list typi 
3. Which of the following best describes your i 
oO Beginner a Intermediate ie 


4. What types of documents do you produce? # 
o Memos, letters, brief documents sy 
g Reports 
go Proposals 
oO Presentations (overhead transparencies, gr 
o Technical reference and training manuals, % 
go Other (explain) 3 


5. Which applications and features do you use # 
co Document editor o Record files # 
o Tables og Calendar - Fold here 
o Index generator dg File conversion 


o Other (explain) 


Thank you for responding to this survey. We ‘ 


7 


a month of receiving your reply to describe ad& 
your participation. 2 


BUSINESS REPLY MAIL 
First Class Permit No.123 El Segundo, California 





Postage will be paid by Addressee 


Your Corporation 

Attn: Your department, mail stop 
456 Aviation Boulevard 

El Segundo, California 90789 





4 graphics, you can adjust the basic form to 
4) suit specific products or services. 





No Postage 
Necessary 
If Mailed 

Inthe 


United States 


i 
' 
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1 
! 
! 
1 
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! 
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ae | 
t 
t 
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! 
' 
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! 
I 
{ 
! 
i 
i 
! 
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‘ 
t 
i 
i 
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t 
1 
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1 
! 
I 
I 
4 
! 
i 
! 
1! 
i 
1 
I 
i 
I 
1 
] 
t 
1 
| 
] 


Staple or tape 
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Designing a customer survey 





To assist you in tabulating the survey results, you can Use these applications 


copy the Survey response form template from the 1.0 
Document designs folder in the online samples <7 
collection. The Survey response form includes fields so 

Loader 


you can use <Skip/Next> to quickly enter response 
information. You can then copy the individual replies 


VP Document Editor 
VP Basic Graphics 
VP List Manager 





into a VP List Manager record file. Related documentation 
NI] User Guides 
Guides 


Document Editor User Guide 
Basic Graphics 


Training Tutorials 


Document Editor Training: Fields 
Basic Graphics Training 






9,608 6_ 0.0 2.80.8 6088 6 6 088 6 8 80d 880 886 80 ne 2 8 8 he 8 ek ee 8 8 we 86 8 88 8 6 8 e gs 8 8 8808 ws 8 8 8 660 8 m8 8 6 88 808 8089 Oho 8 88 o 88 828 88.08 808 8 0 8 8, 


| Your department 
4 Questionnaire Response form 





Create a customer survey response form to 
input the individual replies. 






: Name: J Company: [J 
# Address: TJ City: TJ 
| State: Tl = ZipI4 Phone: FJ 








When you copy the Survey response 
forms into the record file, the information 
becomes part of a database for analysis. 





41. How would you describe your position? [Secretarial/clerical, 
: Technical support, Professional/managerial, Document developer, 

: Other (explain) J 

# 2. Have you used any other word processing or document processing 
: systems? [Yes/No If yes, list types of systems and length of use. J 

























3. VP skill 


: Systems 
: Joy Ford Energy Inc. Dallas 75240 =| Other (Trainer) [No | Advanced 


: Laura Lavich CA 92715 |Document Yes, PC, 3 Intermediate 
3 developer years 

: Gayle Ward FortWorth | TX 76101 {Technical Yes Expert 

: support, Office 

Systems Analyst 

: Michael Reed | Space Center 77017 =| Systems Yes, Xerox | Advanced 

2 Administrator 850, 860 IPS, 

: 800 ETS 

: Wil Brown California Pasadena CA Administrative Intermediate 
3 institute of 

: Technology 


1. Position? 









TEE 
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Legal documentation 








bane bette OOP ear a2teny 


nr ae 
gene aad 


Se ee = 
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Legal firms with a growing list of clients can design 
online versions of commonly used forms to improve the 
processing time and reduce costs. The online 
templates, along with the VP Document Editor fields 
feature and VP Basic Graphics, will assist you in creating 
the following forms: 


e Line-numbered legal correspondence 
e Summons 
e Answer to cross complaint. 


The templates used in this chapter are in the Legal 
documentation folder of the Online Samples collection. 


a Legal documentation 





I MES REA STS DRE Se PASTS ES ACE NSD EN EPPS APE EERIE IE STEIEE IE YI PIER SS PEPER ERC BSP ESSERE EEE ACE PLE A STN E SECIS WEIN LE FLY 1 CTPA SEY STIPEND WY LESSOR TNA SOM PY BO A OO CRITI, EAA LOREEN BT PETS 
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Formatting legal documents 





For most legal documents, you can use the Line- 
numbered template. This template contains a text frame paare | 
you can copy to add pages as eee Then, link the Loren | a Legal: documentation 
frames so the text you enter flows from one frame to ; ; 

the next. Using <Find>, you can search for and [cory | D Line numbered ectipiales 
change names and phrases. You can also use the 
expansion dictionary to assign abbreviations for 
commonly used words, phrases, and paragraphs. Then 
you can enter blocks of text with a couple of keystrokes 
and the <Define/Expand> key. Automatic hyphenation 1.0 © VP Document Editor 
identifies recommended breaks within words when a line \7 VP Basic Graphics 

break is required. You can copy the following samples VP US English Hyphenation 

and customize the text for your firm. Enter the name of Loader Parcoinal Calendar 

your firm and insert the correct information for your VP Extended Language Keyboards 
locality. 





Summons 


Use these applications 








Line-numbered legal template Len TT ET eT NE eT eee TET TT TT ETT 
4 Line-numbered legal template 














1 FORA SECOND, SEPARATE AND AFFIRMATIVE DE (with vertical ruling lines) 

2 SAID CROSS-COMPLAINT, seat Rite el ARN AUR eo TE SRR acer 

PESENDENT ee E 1 FOR A SECOND, SEPARATE AND AFFIRMATIVE 

a and plai e 2 DEFENSE TO SAID CROSS-COMPLAINT, THIS 

é Headlweni ta 3 ANSWERING CROSS-DEFENDANT ALLEGES: 

7 ecau. FS 4 2. At the time and place alleged in the cross-complaint 
The Line-numbered , aq 5 and plaintiff's complaint, cross-complainant was 
template eliminates : pace #6 negligent in the manner is which it performed those 
the guesswor k of 9 to the ha a paascsnanccnniiceentsee a re 7 er Rsceg 
aligning text for 10 complaing , : Vertical ruling lines 
output on preprinted 11 reducing fj , | are provided using 
paper. You can see ee amonny oy 10 complaint : ices CPUC: barring or 
the line numbers on 13. FORA THIRD, SEPARATE & : Be» 2a : 
your disp lay. 4 CROSS-COMPLAINT.. TE es 11 reducing any recovery in direct proportion to the 


it... CROSS-COMPLAINT, THIS sas EY RS Nera IN 
| Use <Define/Expand >to enter \ ror A THIRD, SEPARATE AND AFFIRMATIVE 
j Standard paragraphs with a DEFENSE TO SAID CROSS-COMPLAINT, THIS 
j couple of keystrokes. SWERING CROSS-DEFENDANT ALLEGES: 





. “> e° 
UUL i 





Ee 16 3. At or about the time date and place alleged in said 
19 care, anc P sp Suis : 
20 eae a 17 cross-complaint, plaintiff, cross-complainant and 
Xl aes 
. 2 18 other persons and parties failed to exercise ordinary 
21 allegedly # . wih capt 
” 29 care, and such failure was a contributing and 
22 determing: . nee 
ti : 93 daca e 20 proximate cause of the incident and/or damages 
Calend : 3 oy 21 allegedly sustained; the trier of fact is requested to 
endar 24 incident a¥ 
95 II ey 22 determine the existence of such negligence and the 
Vou canventer ae : 23 degree that such negligence contributed to the 
reminders for 07 iI a 24 incident and/or damages. 
important filing and 98 // a 25) 
court dates in the 26 |) / 
Personal Calendar. #4 27 —2— 
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Designing legal forms 





With the robust VP Document Editor and VP Basic 
Graphics features, you can design most legal forms, such 
as a summons or answer to cross-complaint. In 
addition, by using multilingual capabilities, you can 
create bilingual forms in many languages, including 


oe 8 te ee! 


nanan a*a'n aan n"a'na’a"a’n’a"an’a"oa*atateea a, 


YOU ARE BEING SUED BY PLAINTIFE 
(A Ud. le esta demandando) 


on a7s’a"n'n" n'a’ a aa"a"a"n*a*nn’a’a'a’n?n ann’ atata", 


You have 30 CALENDAR DAYS after this summons is 
served on you to file a typewritten response at this 
court. 


A letter or phone call will not protect you; your 
yews response must be in proper legal form 
if you want the court to hear your case. 


if you do not file your resp 
lose the case, and your wag@ 
may be taken without fury 
court. Es 
4 languages. 

There are other legal requir® 

to call an attorney right away. ff you do not know 
an attorney, you may call an attorney referral 
ali or a legal aid office (listed in the phone 


a Se 







1. & as an individual defendant. 
3. O on behalf of (specify): 


under: 


O other: 
4. by personal delivery on (date): 





a aa" 0"u na 767888 0702s 478 ben 8 u Ore ew 8Te 070" 978 07e" Bene" 87e7 a 87 e7e e's" e 878 0" 8 67478 8 07828 8"B"s ara n"e 0-8 "a"e"878- 8") 
eam mM IRN MAR DIR Oh Aad oD Oi a et 
eR OR IO 


| Using text frames, 
@ you can mix column 
4 formats on a page. 





Using multilingual features, you 
can create bilingual forms in many 


The name and address of the court is: (EJ nombre y direccién de la corte es) 





08,0, 0, 0,0, 8, 2, 6,8 a, 8 en 88 6 Bab 0 m0 8 8.8, 8 2 0 8,0 0,00 6 68,000,800, 8,8,8,! 


4 Horizontal ruling 
4 lines are drawn using 
a VP Basic Graphics. 


O CCP 416.10 (corporation) 
CCCP 416.20 (defunct corporation) 
OC CCP 416.40 (association or partnership) 


vu a’e70"2"2"e "e's a"0"b""a"e"e"0"e"s"5't"9"0"e"00"6""t'e"e"67e"0'"a"e"C"o"e"e"e"8"h" 0" 8 o"n7n-8"6"0-0"8"p"e"n"a"n’s”0-0"e"u"e"e"n"a"e"8"e"v"u'a"e"t-0"e"e"e"s"e"8"u"e"0"n"e"e-0'e'0"s"0"e"e'e"e"' 
0a" 2070.0 "2" 9, g70.s_ 0.0/8" Wa 0 u 00 au’ 019-0" 6-075 0"0 Fe 2 07978 07504-0780. 8) Pasatatatanatatatanatatatatatetatorararenataeeatarernectatoteratstanst: atatacatataretacntaratccs soe 


Spanish, French, German, Russian, Arabic, Japanese, and 
Chinese, to name a few. After you input the 
information, you can print the form for signing and file 
the form for future reference. 


SUMMONS 
(CITACION JUDICIAL) 


NOTICE TO DEFENDANT: (Aviso a Acusado) [J 


FOR COURT USE ONLY 
(SOLO PARA USO DE LA CORTE) 





Después de que le entreguen esta citacién judicial usted 
tiene un plazo de 30 DIAS CALENDARIOS para presentar 
una respuesta escrita a maquina en esta corte. 


Una carta o una llamada telefénica no le ofrecera 
proteccién; su respuesta escrita a maquina tiene que 
cumplir con las formalidades legales aprpiadas si usted 
BAAS AURA Mavevorurovar ences anes ‘ovarpreeaveTentrat or onansroren uche su Caso. 


su respuesta a tiempo, puede 
eden quitar su salario. su dinero y 
edad sin aviso adicional por parte 


Existen otros requisitos legales. Puede que usted quiera 


lfamar a un abogado inmediatamente. Si no conoce a 
un abogado, puede llamar a un servicio de referencia de 
abogados o a una oficina de ayuda legal (vea el 
directorio telefdnico). 


CASE NUMBER (Numero del Caso) 


The name, address, and telephone number of plaintiff's attorney, or plaintiff without an attorney, is: 
(El nombre, la direccién y ef namero de teléféno del abogado del demandante, o del demandante que no tiene abogado, es) 












DATE: Frank S. Zolin, Clerk by ,Deputy 
(Fecha) (Acturto) 
(SEAL) NOTICE TO THE PERSON SERVED: You are served 


2. O as the person sued under the ficticious name of (specify): 


OC) CCP 416.60 (minor) 
Ol CCP 416.70 (conservatee) 
OC CCP 416.90 (individual) 


ow o"2"s "ove nn sp 8-015/3606 6-05-00 5 -9-0-5_8.4_8-0 1s "6-8 B65 nsf 5. 
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Designing legal forms 





Related documentation 


NIT User Guides 


Document Editor: Basics User Guide 
Document Editor: Formatting Tools User 


Guide 
chapter 3 


Graphics User Guide 


chapter 2 


Answer to cross-complaint 


nateterntetatatecntatara’ara'stere 


Vertical ruling lines 





Line-numbered 
template 





Fields are included <j ] 
So you can to 5 
easily position the : | 
cursor to enter = 
information using ag 
the <Skip/Next> Blas 
key. e 


aE eee 


a\17 
|| 18 
z| 20 
21 
|| 22 
| 23 
| 25 
|| 26 
||27 
ae 28 
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Related documentation (continued) 
NY 
Guides 


VP Office Accessories User Guide 
chapter 3 
VP International Keyboards User Guide 


Training Tutorials 
VP Document Editor | Tutorials: 


Document Creation and Styles 
VP Basic Graphics Tutorial 
VP Office Accessories Tutorial 


CA 


(SPACE BELOW FOR FILING STAMP ONLY) 


BRADFORD & SMITH 
ATTORNEYS AT LAW 
1234 ROLLING DRIVE, SUITE 1 
PALOS VERDES ESTATES, CALIFORNIA 90274 
(213) 555-1212 


Attorneys for Cross-Defendant, T john Doe J 





SUPERIOR COURT OF THE STATE OF CALIFORNIA 


FOR THE COUNTY OF LOS ANGELES Print the 


document, ready 
fo sign, on your 





[ JOHN SMITH J, ) ; 
) Case No. SEC 12345 laser Pp rinter. 
) 
Plaintiffs, ) 
) ANSWEROF [INSERT NAME], 
vB. ) TOCROSS COMPLAINT 
) OF FINSERTNAMEJ 
[JOHN DOE, ) 
and DOES 1 through 50, inclusive, ) 
) 
Defendants.) 
) 
) ’ 
AND RELATED CROSS-ACTIONS ) File the document 
————— INSERT WAN in a network file 
INSERT NAME, and answering the cross-complaint of drawer 
TINSERT NAME], 


admits, denies and alleges as follows: 

1. Pursuant to Section 123.45 (d) of the California Code 
of Civil Procedure, and answering all of the paragraphs in the said cross- 
complaint, this answering cross-defendant denies generally and specifically 
each and every allegation contained herein. 


— ~~. “SM, 


i] 
// 
// 


Technical documentation 





With VP Series integrated software, you have all the 
power and flexibility you need to produce the finest 
technical documentation. Word processing, graphics, 
and converter applications work together to result in 
professional looking documents—documents that are 


often the concrete evidence of your success in the 
following areas: 


e Developing a functional specification 
e¢ Collaborating on a large technical document 
¢ Documenting a scientific or mathematical proof. 


The templates used in this chapter are in the Technical 
documentation folder of the online samples collection. 


J Technical documentation 

















; i ig: ms 
eaecnampeee ORB Ripe, | 








% 
Pere gMoree PAR pei O™ 
* eeerneee 





eae 









parents 





nn 
Pad 


oe 





Gorn 
$ 
$ 


Brosnan, 
acter ae 







NE ae 


Ss 





2, 











pet Yager ep 







ais apretas 


eve lte dices: 
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Developing a functional specification 





You can copy the Functional specification template and 
enter your text, using the format for section and 
subsection headings. You can also try different point 
sizes and fonts for section headings until you achieve 
the desired look. 


You can copy the Functional specification template from 


the Technical documentation folder to your desktop. 
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Copy the online sample functional 
specification template document to your 
desktop and enter your text. 


System 3 Functional 
Specification 


Revision B 


Hardware Specifications 


File Server 

Part of the Ethernet; 60 gigabits of hard 

disk memory. 

Printer Servers 

Part of the Ethernet; serve 2090 laser 

printers; to 1200 dpi; all required fonts. 
1.3 Workstations 


1.3.1 With grey scale monitors 
Configured with Sys.Run OS; 4 
Mb RAM; 60 Mb disk; 370 
graphics card. 

1.3.2 With color monitors 
Configured with Sys.Run OS; 8 
Mb RAN; 60 Mb disk; 450 
graphics card. 


Sys 3 Spec 





The template also includes page headings and footings. 
Simply select the Page Format Character and fill in the 
header and footer fields on the property sheet. 


The text and paragraph properties of your functional 
specification are defined on a stylesheet. You can 
display and customize the stylesheet, which contains 
style rules for character and paragraph properties. 


You can capture the “look” of your 
document by using Styles. 


You can add headers and footers using 
the Page Format property sheet. 





Developing a functional specification 


De vius tie Saba NE Ms Sar. WAS OU Roy ee IO CD MeO aL Lar ane abhi Le ena oat ot git a Ra aG SE aeTsCaROePt CK SPR A UU RC RSAC ae Me WENGE Uc Ee AO TRUST CEG. ASC ON GD SIC CLIT S00 LOTR a 0 SO RIS CPR TLE eA Rae EU Ya AR UCR ea ENT USPC CP aaK  PC a 


You can also generate a table of contents for your 
functional specification by using the Table of Contents 
Generator. Once you have completed your functional 
specification, you can user the VP Spelling Checker to 
proof the document. 


Use these applications 


2.9 to. VP Document Editor 
Table of Contents Generator 
VP Spelling Checker 


Loader 





You can create a Table of contents for your 
functional specification using the Table of 
Contents Generator. 


The Table of contents can also include 
headers and footers. 


Related documentation 


IN 
Guides 


User Guides 
Document Editor User Guide 
Document Editor Options User Guide 


Training Tutorials 


Document Editor Training 
Document Editor Options Training 


System Functional Specification 


Table of contents 


Hardware Specifications ...... 
1.1 FileServer ...ccnennnncces 
1.2 PrinterServers ...cccceeeee 
1.3 Workstations ....ccccecees 

1.3.1 With grey scale 

monitors 

1.3.2 With color monitors 
1.4 Laser Printers 
1.5 External Communication 


Software Specifications 
2.1 Network Server 

2.1.1 Sys.Runt 

2.1.2 Sys.Run2 


Spec Table of Contents 
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Collaborating on a large technical document 





To assist you and your group in developing a large 
technical document, you can copy one of the sample 
Document templates from the Document designs folder 


to your desktop. 


When you work with a group of individuals on a 
network to produce a document, powerful word and 
graphics processing features, as well as organizational 
tools, are important. VP Series software provides all of 
these necessary applications so that your group can 
develop the document in a timely and efficient way. 


As you work with the group and create your own text 
for the chapter(s) you contribute, you can take 


VP Document Editor provides. 
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Section 6 


Data Capture 


Emulation data 

The Data Capture application is 
particularly useful when your database is 
maintained on a host computer, and you 
must make periodic snapshots of the data 
to manipulate at your workstation. In 
fact, once you have written a description 
of the data to be captured, you can keep 
reusing the same description, thereby 
reducing subsequent captures of the data 
to a few simple steps. Once the data has 
been captured, it is presentable in other 
forms. 


Data Capture is the bridge between: 


e The ability to retrieve data from a 
remote host, and 

e@ The ability to display and manipulate 
data. 


USER LIBRARY 


One helpful feature is Define/Expand, which allows you 
to input a frequently-used phrase or other character 
string throughout your chapters with a few simple 


keystrokes. Such keystrokes, called abbreviations, 
expand to recall the character string or expression as 


often as you need it. 


the following tasks: 


Another tool is the Keyboard Accelerators application, 
which allows you to streamline your work by performing 


e Create your own keyboards using characters from 
other alternate keyboards. 


e Set a second language keyboard you can quickly 
advantage of the many powerful word processing tools access. 


e Restrict the number of alternate keyboards that 
appear in the Alternate Keyboard Selection window. 

e Specify the order in which the alternate keyboards 
are presented in the Alternate Keyboard Selection 


window. 


ure 10-1 illustrates a possible flow of 
a from terminal emulation to either a 
art or record processing file. 


igure 10-1 Emulation data flow 


Terminal 
emulation 
session 





you are entering new data into a 
cument using the keyboard, and you 
nt the data in a table, it is easiest to 
er it directly into the table yourself. If 
u have data you retrieved from another 
be of workstation. 


USER LIBRARY 





Use VP Document Editor’s 
powerful text 
manipulators to help your 
group produce 
professtonal-looking 
documents. 


Large document tools 
include Define/Expand, 
Keyboard Accelerators, 
Styles, the Container List 
Tool, and Reference 
Icons. 


Collaborating on a large technical document 





Other helpful tools include reference icons, which 
quickly point to and bring to your desktop the 
information you may need from any location on the 
network. The Container List Tool can quickly generate a 
list of the entries in any folder, book, or file drawer, 
along with their versions and/or sizes in disk pages. 


Use your choice of VP Basic Graphics, VP Freehand, or 
Xerox Pro I/lustrator to create illustrations and other 
graphics for your text. 


As each individual contributes to the document, it may 
be helpful for your group to set up a Blank Book or a 
Shared Book for the document. 


Use Blank Books or Shared Books as flexible 
containers for the chapters of your group’s 
document. 








A Blank Book icon is a convenient container for all of the 
chapters that are part of your group’s document. Your 
group can choose a name for the icon, such as the 
name of the document. Individuals can keep a version 
of this book on their desktops, and the group can 
maintain a version in a file drawer on a file server. 


A Shared Book icon provides an efficient way of 
maintaining all versions (including the most recent 
version) of the document in a file drawer. Since only 
those individuals with access rights to both the file 
drawer and the Shared Book can copy, move, or edit the 
chapters, or entries, in a Shared Book, your group’s 
document is protected. All group members can keep a 
copy of the Shared Book on their desktop. 


Introduction 
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Collaborating on a large technical document 





sy 5 = Bec Was 5; a4 UATE S SER OTR Sy eR PRR e Ee PAY ENE LSE ALE i FER PAE FIA S OE CBSE SPADA EA SR LSAT Sy ECTS PSEA SS TOF TE DUO IAT SE Sep TPM EUG E PUies aeTS Rausg PBN GEN GIS ISON SHEN SGT ee NOE SNR a SR aN SUA TOR PIE SRE PN TS RRR O01 DPEANCFUD OMAZAV2 PACER ECE TSDS G1 FE GAOL L LIES AT SPOTL CR MEST RNA SIGE fp URIS, PREPS DMS Es Orla OU AYER SO NEE TSR TAT DCA SV Rd eg CRN EAC RAR SS SNC US MEE COR Se et Sele Ea Ed 
RELA Yr SUPA RCE HRS NUML ELE GT TINS SER iG KRG CSR SCT ASUS PERN ca MR SA OTE LNT NER INSURE AS BUSA LSU INT ek NAN ESV ER NUS SNA eA AU LIOR STEEP 2a ROLE ES BOUL LMSEA AINE MUG PSEA ACh AGE NRL EURL SRS UUcAO EUR S UCN ES TAINS GAEL SP SUP CAIN RARE er ALIA DINE SET HT ool ASCE OLS ig ag SCS CURA SE HT OR HOE SAM HAN ate NAO LE UGE on SLRS 


As your group gets together to review and edit each 
contribution, you can use the Redlining feature to 
suggest textual changes. With Redlining turned on, text 
intended for deletion is first displayed with an overstrike. 
This system only deletes the text when you enable the 
Finalize Redlined Revisions option on the document's 
content auxiliary menu. Also during redlining mode, text 
you want to add first appears with an underscore and 
becomes a final part of the document only when you 
select the Finalize Redlined Revisions option. 


You can also use a Shared Book to prevent editing of 
one or more chapters by different members of your 
group at the same time. By locking the chapter in the 
Shared Book before you edit, you prevent others from 
editing the section until you unlock it. 


Using a book or Shared Book, your group can set up 
continuous headings, footings, and page numbers for 
the entire document, as well as a comprehensive table 
of contents and index for all of the chapters. 


Your group can also style the entire document by setting 
up a stylesheet with labels, or rules, for each character 
and paragraph style. 


During the course of your group’s effort, the Mail 
application can be an invaluable means of 
communication over the network. To mail material you 
have written to others in the group, select your 
document and copy it to your Outbasket icon. An 
accompanying mail note appears for you to fill out and 
send with your document. 


Data Capture 


Data Capture 


Section 6 Emulation data 
The Data Capture applicatio 
particularly useful when y 
data base is maintained ona 


Figure—t0-tFiqure 6-1 illustrates a 


possible flow of data from terminal 
emulation to either a chart or record 


processing file. Here, the 
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computer, and you must m 
periodic snapshots of the dat 
manipulate at your workstat 
In fact, once you have writte 
description of the data to 
captured, you can keep reus 
the same description, ther 
reducing subsequent capture 
the data to a few simple st 
Once the data has been captu 
it is presentable in other forms 
Data Capture eattows—act 
e The ability to retrieve c 
from aremote host, and 
e The ability to display 
manipulate data. 


USER LIE 


Figure 6-1 Emulation data flow 


Terminal 
emulation 
session 


Emulation! Smith, A. 02-11-68 12,778.23 
data 07-12-82 12,622.11 


If you are entering new data into a 
document using the keyboard, and 
you want the data in a table, it is 
easiest to enter it directly into the 


table yourself. #-you-have-data-you 
retrieved from—arrother_type—of 


USER LIBRARY 





document appears 
in its edited form, 
with Redlining 
turned on. 


Only when 
Finalize Redlined 
Revisions ts 
enabled will 
edited text 
actually go into 
effect. 





Collaborating on a large technical document 








Use these applications Related documentation 
pe oo = VP Document Editor NJ} User Guides 
<7 Table of Contents Generator Document Editor User Guide 
VP Index Generator Guides} Document Editor Options User Guide 
eed VP Shared Books Office Accessories User Guide 
Keyboard Accelerators Workstation Administration and System 
VP Basic Graphics Resources User Guide 
VP Freehand Basic Graphics User Guide 
Xerox Pro Illustrator Freehand User Guide 
Mail Pro Illustrator User Guide 
Container List Tool Trainine Tutorials 


Document Editor Training 

Document Editor Options Training 

Office Accessories Training 

Workstation Administration and System 
Resources Training 

Basic Graphics Training 

Freehand Training 

Pro Illustrator Training 


Data Capture 


Use the Mail application to keep 

Section 6 Emulation data abreast of the activities of everyone in 
The Data Capture application is your group. 

particularly useful when your data base is 

maintained on a host computer, and you 

must make periodic snapshots of the data 

to manipulate at your workstation. In 

fact, once you have written a description 

of the data to be captured, you can keep 

reusing the same description, thereby Ce fe | ee 

reducing subsequent captures of the data Network 

to a few simple steps. Once the data has 


been captured, it is presentable in other 


forms. 
Data Capture atews-access between is the 
bridge between: 


e The ability to retrieve data from a 
remote host, and 

e The ability to display and manipulate 
data. 


You can attach material from 
your chapters to your 
mailnotes for group review. 


USER LIBRARY 
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Documenting a scientific or mathematical proof 





With VP Document Editor and VP Equations, you can 
turn out high-quality research papers to document your 
scientific or mathematical proofs. You can use the 
Equation numbering template or you can create your 
own document. 


To create your own document, input the explanatory 
text. Then, using VP Equations, insert equation frames 
where appropriate in your text and enter your equations 
using characters from the following keyboards: 


English 

Greek 

Logic, Office, and Math 
Equation Special. 


You can copy the Equation numbering template from 
the Scientific notation folder to your desktop. 


Use these applications 





oo ~6=6d VP Document Editor 
Table of Contents Generator 
VP Spelling Checker 
VP Equations 


Related documentation 


IN 
Guides 


User Guides 
Document Fditor User Guide 
Document Editor Options User Guide 


Training Tutorials 
Document Editor Training 


Document Editor Options Training 





Equation Numbering 


This document illustrates one way to include equation numbers on the right-hand side of your 
equations, The caption area of the equation frame is used to contain the equation number, asinthe 
following example: 


ax) = > Mexr (- Dy cosh x (1) 


Enter the first equation frame from the special keyboard, then type inthe equation, Turn on [SHOW 
STRUCTURE] and shrink the frame until there is enough room for the caption area onthe right, 
Specify the same size caption area for all frames, and the same character and paragraph properties 
for the contents of the caption, This will insure uniformity of looks and proper alignment of the 
captions, If Right Flush is chosen as the paragraph alignment inthe caption, the equation numbers 
will be flush with the right margin of the taxt, asthe ones in this document are, Use the top and 
bottom frame marginsto separate the equation frame from preceding and following text, 


ZL a 
Cog = |, Axadde= Dwar os "Mex (— DX 28) sin AL (2) 


nal 


Once a frame of the desired width, caption properties and frame properties has been created, it can 
ba copied elsewhere in the document, orto anew document, When the contents are deleted, the 
frame height will shrink to the size of a new frame, The height will expand automatically to 
accomodate the new contents as you type into it, Ifthe frame’s height increases beyond that of the 
copied frame, you will need to adjust the pre-paragraph leading onthe captionto center it vertically 
beside the equation frame, This method of copying a frame willsave you adjusting the width ofeach 
frame and caption area individually, : 


2 sinh L 

M=ze (—) (3) 
” OVAL + tek Leask bh 

* ” ” 


If there is more than one equation on the page, the alignment of equation elements within the 
frames (such as equals signs] can more easily be done if the equations are all typed before the pageis 
paginated, This will allow you to see the equations all together, one after the other, as in the 
following example: 


3 
| P(x)dz = Pro X€ [xx +dx} (4) 


Xx) 3 | Lafx>0, (5) 


0, 3fx<0, 
Wx)sProt{X Sx} (6) 


To align the elements of differant equations (for example, to align all equations on their equals 
signs}, insert spaces before and after each equation as necessary, Once any desired alignment has 
been done, pagination will place the equation frames neartheir anchors, 
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This sample research paper, available in 
template form in the online samples 
collection, was created using Document 
Editor and Equations. 


Several keyboards are available to assist 
you in entering accurate alphanumeric 
characters and symbols for your 
equations. 


Technical illustration 





VP Series software provides all of the graphics tools you 
need to create accurate technical illustrations. By taking 
advantage of sophisticated graphics and word processing 
applications, you can meet your high standards of 
accuracy while expertly performing the following tasks: 


e Designing an office layout 

e Designing circuitry 

e Developing software 

e Designing a structure or system. 


[1 Graphics art 
Technical illustration 





The templates for this chapter are in the Graphics art and 
Technical documentation folders of the online samples 
collection 


BERIT eg PRE PRAWN TSI OBER. SNM ERISA ENR SME OLIV S21 IE SSAA SOR SCN UN AYIA SS RETESET ENS BD eT LE RE AAI PEN REP AMEE EESTI LILLE EINE LEAS UIE CENTS IIL AAPOR ESE LIE IIL ELEM OBS DEES IEC LEE TINIAN ASAE ARI IL SELB OTE SEITE ASS LLL TICLE 
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Designing an office layout 





You may need to create an office plan if you are moving 
employees to new offices or if you want to maintain a 
visual inventory of furniture and equipment. 


You can copy the Office plan symbols template from the 
Graphics art folder to your desktop to begin your 
designing process. 


To start your floor plan, stretch a large graphics frame 
within your document. Then copy the office symbols 
you need into the frame. Arrange the symbols until you 
are satisfied with your office layout. 





To add labels to the office plan symbols, simply type 
text within the graphics frame, near each symbol or 
element. Text frames automatically appear when you 
begin typing. 


Use these applications 


4 10 ~~ VP Document Editor 
Loader 


VP Basic Graphics 
Related documentation 


Ni] ~=User Guides 
Guid Document Editor Basics User Guide 
uIdes!| Graphics User Guide 


Training Tutorials 
VP Document Editor | Tutorial 


VP Basic Graphics Tutorial 





Using the Office plan symbols template and VP Basic Graphics, you can 
design your own office plan and customize it by adding your own text. 


Door 
swings 


Storage cabinet 
24" x 36" 


Credenza 
18” x 66” 


Workstation display 


Desk/table 
30” x 60” 


Office chair 
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Processor 
cabinet 





EES MEATS NSS MESES ET SIS TAR ASNT IS IN ITE RIN NALS SEPT SOARS OU EATS HR UR ED ST UG NATE EN WA NUE CN TUTOR CORIO SDRAM SE IN UR chy ROL Sica MM HD ALORS ard Ne? OEM Re enor oe WE omy 





If you create engineering change requests, new product 
designs, or proposals, you know that drafting the 
standard electrical and electronic symbols can be very 
time-consuming. 


To assist you in your design efforts, you can copy the 
Electrical and Electronic symbols templates from the 
Technical illustration folder to your desktop. 


Copy the symbols to your documents and arrange them 
according to your design. 


Technical illustration 


(J Electrical 








Flectrical symbols 
Flectronic symbols 


+H AZV™ | 


Designing circuitry 


MEN ECU Pe N AEE RES 


You can add labels and other text items to your circuitry 
elements by typing directly in the graphics frame. As 
you type, a text frame automatically appears around your 
words so you can later move and rearrange your labels. 


Use these applications 


*, ot? ~=—s VP Document Editor 
Loader 


VP Basic Graphics 
Related documentation 


NJ] User Guides 
> Document Editor Basics User Guide 
Guides Graphics User Guide 


Training Tutorials 
VP Document Editor | Tutorial 


VP Basic Graphics Tutorial 





14 


In designing circuitry, use the Engineering worksheet 
sample template, and copy electrical and electronic 
symbols from the online transfer sheets. Select 
inside the graphics frame and type to label the 


symbols. 


R,J F ~ UO 
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Developing flowcharts 





An easy-to-read flowchart is key to the design of a 
software system. Using the flowchart and logic symbols 
in the online samples collection, you can create a 
graphic flowchart for use as a guide while developing 
the software. To begin, you can copy the Flowchart 
symbols template and Standard logic symbols template 
from the Technical illustration folder to your desktop. 


Technical illustration 


Flowcharts 





Flowchart symbols 
Standard logic symbols 


You can create a flowchart 
like this one, using VP 
Basic Graphics. Copy 
flowchart and logic 
symbols from the online 
sample transfer sheet 
templates into a large 
graphics frame. 


To label a flowchart 
element, select a location 
and type within the graphics 
frame, either inside or 
outside of the element. 









Is beam ID 
unique? 


YES 


Amplitude 
out of limits? 
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Angles 
outside limits? 
~ NO 


Add in angle value. 


Then, stretch a large graphics frame within your 
document. Copy the symbols for your illustration into 
the frame and arrange them in their logical order. The 
symbols already include text frames for your entries and 
you can also add your own labels. 


CMATCH 


YES 


Do platforms 
match? 
YES 
ff Beam already 
correlated? 



















ID resolved by 
correlation? 


NO 


Add value for uniqueness. 
















Add value for uniqueness. 





Developing flowcharts 








Graphics User Guide 


Use these applications Related documentation 
1,0 910 VP Document Editor Ni} =User Guides 
VP Basic Graphics Bites Document Editor Basics User Guide 
Loader 


Training Tutorials 
VP Document Editor | Tutorial 


VP Basic Graphics Tutorial 


The Flowchart symbols template transfer sheet already 
includes text frames. You can change them or add your 
own labels to any of the shapes and symbols. 


>> 





Communication link 


—_\——. <« >> 


Standard logic symbols 


S- J >SLorb 
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Online 
storage 
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tructure or system 


igning as 
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Xerox Illustrator Basics 
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drawing. 
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Designing a structure or system 





The Xerox Pro Illustrator Quick Art Folder contains the 
following ready-to-copy graphics: 


Electronic and Chemical transfers 

Ellipses and Isometric transfers 

Flowchart symbols 

Arrows, brackets, forms, and office templates 
Borders, boxes, and shapes. 


You can copy illustrations from other computer systems 
and use the IGES Converter application to convert the 
drawing to Xerox Pro Illustrator format. 


we JUUUUUUUUU 


fi\- _p 7 vs 


Use these applications 


1.0 919 = Xerox Illustrator Basics 
Xerox Pro Illustrator 
IGES Converter 
Loader 


Related documentation 


Ni = User Guides 
Xerox Pro Illustrator Reference 
Guides Pro Illustrator Quick Reference 
File Conversions User Guide 


Training Tutorials 


Learning Xerox Pro Illustrator 





Se 


The Xerox Pro Illustrator Quick Art 


oe 


Electronic: Quick Art folder contains 
logic symbols, waveforms, and chips. 
Each symbol can be rotated, scaled to 


a different size, stretched wider or 
faller, flipped for a mirror image, or 


i 


sheared (slanted). 


ak to a 


KRKKKKR 11111111 “23 


| eis 
O0O00000 
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Designing a structure or system 





The online samples collection contains graphic transfers Illustrations can also be scanned using the Xerox 7650 
of Xerox network components in the Technical | Pro Imager scanner with the XPI Pro Imager software. 
illustration folder. | Tr 

Use these applications 


oo ~— XP! Common Software 
XP! Local Scanning 





Technical illustration <7 
O Computers 
ey Loader 


Xerox network components (Pro 
Illustrator) Related documentation 


NJ} User Guides 
XPIW User Guide 
Pro Illustrator Quick Reference 
Xerox 7650 Pro Imager Reference Manual 





Training Tutorials 
Xerox 7650 Pro Imager Start-up Training 


XPIW Working with Illustrations Self-Study 
Guide 





Host mainframe DEC VAX 
computer 


Xerox network components 


6085 
Workstation 





Xerox il 
personal , 
computer persona 


w/local printer computer 
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Re hes 


Chemical engineering 








SNC Ty reagte rene semsppe gen at ase 





BUSHES - : ; : ! 





HERES RAO 


Your pharmaceutical research company can streamline 
the documentation process for newly developed 
products by using a comprehensive set of graphics 
application to illustrate: 


e Ring structures and Acyclic chains 
e Atoms and bonds with labels 
e Chemical structures 

e Chemical reaction sequences. 


The templates used in this chapter are in the Scientific 
notation folder of the Online Samples collection. 


= Scientific notation 


Online 
Samples 
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Choosing from a range of graphics packages 
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You can draw chemical structures for inclusion in Use these applications 


memos, reports, presentations, and other scientific 1.0 : 010 
documents using the following applications: _ \7 : 100 VP Document Editor 
Loader 





VP Basic Graphics 
e VP Basic Graphics 
e Xerox Pro Illustrator 
e Xerox Chemical fllustrator 


Using VP Basic Graphics, you can draw chemical 
structures from lines and shapes. HO 





Y 
MN 
| ANI 
OT IN IN INIA. 


NH,CI (NH,),SO, 
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ee 
Copying chemical transfers into your documents 





Xerox Pro Illustrator Quick Art contains transfers for: 






Six-membered rings 
Five-membered rings 
Five-membered rings (exact angle) 
Ring components 

Acyclic and special. 





Xerox Pro 
Hlustrator 
Quick Art 





Use these applications 


1,0 to. «=P Document Editor 
Xerox Illustrator Basics 
Xerox Pro Illustrator 
Loader 











SS 
o~ || +o a 
O 
Six-membered rings 
O 
I] -o OH Oo 
ie HO. | oH oe i 6 
FH | So | | O \// 
S Ho | on N N | f_. 
OH Hin. 
O O 
Five-membered rings 
a CH3 
Co — 
Five and six-membered ring components 
: — N ee ak N 
ow | um \\ ) ‘ 
“7 11 
om | ~o \ if N r we N Y/Y Acyclic components 
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Designing chemical structures 





You can use Xerox Chemical Illustrator to produce 
chemical notation, including the rings, atoms, and bonds y 
used in printed chemical structure design. Xerox 
Chemical Illustrator is a vector-based graphic editor 
which also includes symbol library documents of ready- 
to-use graphics. 


Guides 


Use these applications 


v7 s0 VP Document Editor 
Loader 





Xerox Illustrator Basics 
Xerox Chemical Illustrator 


Related documentation 


User Guides 

Xerox Chemical Illustrator Reference 

Xerox Chemical Illustrator Quick 
Reference 


Training Tutorials 
Learning Xerox Chemical Illustrator 












‘ ? O 
N N 
Be O \, 
CO7K + 
CH3 CH3 
HO 
H 
H 
H 
O 
| O O 
Several a \ CH3 Several CH3 
steps N+ steps N 
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(+)-anatoxin 


pe ee PS Moh et a he ke eee tet Pete oct 
Finance 





VP Series software provides powerful text formatting, 
informative graphics, and communication tools fully 
integrated in a networking environment for creating 
financial reports and presentation materials with a 
professional appearance. You can use VP Series 
applications to accomplish the following tasks: 


Preparing a regional forecast 

Preparing an annual report 

Creating a business plan 

Managing business expenses 

Planning next year’s departmental budget. 


Online 


Samples 





The templates for this chapter are in the Finance folder 
of the online samples collection. 


Ree 
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Preparing a financial report 





For your financial report, you can use VP Data-Driven Using VP Data-Driven Graphics, you can select the 
Graphics to create line, bar, and pie charts. You can use charts in the sample templates and change the spatial, 
tables data to drive charts and produce concise, appearance, and data properties. 
attractive documents. 

Once you have completed your report, you may want to 
To begin designing your data-driven charts, you can perform routine tasks such as paginating, spell checking, 
copy the Unit sales (table-driving bar chart) sample mailing, printing, and filing the report. To streamline 
— from the Finance folder to your desktop. these routine tasks, you can program a CUSP button (or 


buttons). You can use CUSP buttons to automatically 
perform tedious routines for you. You can customize 
the way the buttons appear on your desktop and design 
a simple or complex program. 








The data in this table drives the bar chart on the facing page. 
To update the information, just enter new values in the table 
then select Update Charts in the document auxiliary menu. 
The bar chart is automatically redrawn. 


Unit sales (in thousands) 
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Preparing a financial report 








Use these applications Related documentation 
10 og )~—s« VP Document Editor NJ] =User Guides . . . 
VP Data Driven Graphics , Document Editor Basics User Guide 
VP CUSP Buttons Guides Graphics User Guide 
Eageet VP CUSP Buttons User Guide 


Training Tutorials 
VP Document Editor | Tutorial 


VP Data Driven Tutorial 


Unit sales (in thousands) 
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Preparing an annual report 





In preparing your annual report, you can use VP With a table, you can use <Skip/Next> to move quickly 
Document Editor word processing capabilities along with = from column entry to column entry, inputting data as 
the tables feature. With tables, you can enhance your you go. You can add and delete rows and columns, in 
report by presenting the information in an easy to read addition to specifying a variety of fill-in rules to 
format. automatically perform calculations. The right-hand 

, ; : , column contains a fill-in rule to calculate a total for each 
To view an example of a financial table or to customize ae 
one for your report, copy your choice of the templates | 
in the online samples collection labeled Annual totals The templates contain fields, a valuable time-saving 
and Quarterly totals. feature. The fields contain fill-in rules which 


automatically total all of the columns each time you 
select [Update Fields] in the document auxiliary menu. 
You can change the fill-in rules on the Fields property 


= [1 Annual totals sheet. 
Quarterly Totals 








Annual totals 


ee TP oT oe 
Lo ied Ea) Ro I Rd Rn Ro ld 
| 4,000 | 3,000 | 3,00qqau 90 | 6,000. 


The rseerper soturanl in 1 this table c contains a 
: fill-in rule to —e add the entries 













Monthly totals [5600011 6500011730001 f 6700011 73000 J [680001 F 505094 F 480001 fF 66500 f542504 1 4400011 42750) 


Grand total “= : [708000 J 





These fields contain a fill-in rule to automatically total each 
column in the table. For example, the field under the 
January column contains the following fill-in rule: 


SUM[Annualtotals. Column2] 
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Preparing an annual report 





You can include financial information from spreadsheets Use these applications 


in your report. Spreadsheets can be converted into 1.0 Sai 
tables to take advantage of the many formatting features. <7 101 ~4VP Document Editor 
Loader 





VP Spreadsheet 


You can select Make Table in the Spreadsheet auxiliary menu to automatically 
convert spreadsheet data to a table. With some reformatting, the table can 
provide a more easily readable presentation of the financial information. 


Sales percentages by region 


Northern Southern Eastern Western | Total % of 
region region region region | total 


Automobiles 
Light trucks 
Heavy trucks 


|| Farm 
s| equipment 


: Motorcycles 5501 
i l 


Marine 

7| engines 230] 
|| TOTAL | 1080 | 
15.21 
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Creating a business plan 





Your business plan for a new program or product may 
include financial information from spreadsheets, 
including return on investment modeling, make vs. buy 
yield analysis, and cash flow analysis. 


Finance 


Spreadsheet examples 


The online samples collection includes spreadsheets for 
each of these planning processes. You can copy them 
to your desktop from the Finance folder and enter your 
own information, or modify the formulas to perform 
other calculations. 


Return on investment model 
Make vs. buy yield analysis 





Return on investment model 


: Year1 Year2 Year3 Year4 Year5 Total 


Savings & Revenue 3000 6000 27000 
Costs & Expenses 2000 4000 18000 
: Net Income Before Tax 
Inc Tax 
You can enter your 
j spreadsheet cells. 
Net Income After Tax This spreadsheet has 
been converted to a 
Depreciation table. 


Net Cash Inflows 


Capital Investments 
Inv #1 


Inv#2 
Inv #3 
Total 3500 
Net Cash Flows -3020 


Net Present Value -2626 
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Creating a business plan 
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Make vs. buy yield analysis 


: Plant Wafer Volume (000) 
: Wafer Probe Yield % 

: Packaging Yield % 

: Test Yield % 

: Good Chips/Wafer 

||| Cost/Good Chip ($) 

: Packaging Cost ($) 
Cost/Packaged Chip ($) 

: Cost/Good Packaged Chip ($) 
: Cost/Tested Chip ($) 

: Cost/Good Tested Chip ($) 
: Est. Purchase Price ($) 

: Savings per Device ($) 

: Total Good Devices (000) 
: Total Savings ($000) 

dle NPV Total ee et 





After you convert a spreadsheet to a table, you 
add or delete columns and rows, as well as 
change ruling line properties. 
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Managing business expenses 





To help you manage your business expenses, the online Use these applications 


samples collection provides a Cash flow analysis 10 010 : 
spreadsheet in the Finance folder. To enter your own <7 101 VP Document Editor 
Loader 





information, you can use <Skip/Next > to move from i 
cell to cell, inputting data as you go. The cells contain 

formulas to assist you in calculating amounts and 

balances. 





The Cash flow analysis spreadsheet has been 
converted to a table for a more attractive 
presentation by selecting Make table in the 
spreadsheet auxiliary menu. 


| CASH FLOW ANALYSIS 


‘ Investment amount: 40000 
| Discount rate: 12.75 
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Planning a departmental budget 





LORRI SARS PTS OBS LE ESOS RON BON OREN RIS Sc ESS NEN ONT SBS ASI RAC ER RS SOA al 


To assist you in planning your department budget for 
the quarter or year, you can copy the following 

spreadsheet templates from the Finance folder of the ; 
online samples collection: Headcount budgets, Curve CJ 
analysis forecast, and Overhead allocation. 


Finance 





Spreadsheet examples 





Headcount budgets 
Curve analysis forecast 
Overhead allocation 


Curve analysis forecast 
Labor rate: 20.00 


Hourstodo Intermediate Hourstodo Intermediate Hours todo 
5 units results 20 units results 100 units 


Cost/unit 
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Planning a departmental budget 





Use these applications Related documentation 


<7 2 ou ~=VP Document Editor NN] User Guides 
Loader 





VP Spreadsheet Gives ee Editor: Formatting Tools User 
| Guide 


Document Editor: Tables, Fields, Mail 
Merge User Guide 


Training Tutorials 
VP Document Editor I! Tutorial 


VP Document Editor III Tutorial 
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Direct Labor 
Direct Non-Labor 

Material 

Data Processing 

Other 
Sub-Total Direct Non-Labor 
Indirect 

Indirect Labor 

Indirect Non-Labor 
Sub-Total Indirect 


Total Gross Spending 


Overhead allocation 


Jan 


6000.00 


100.00 
0.00 
0.00 


100.00 


5000.00 


5000.00 


11100.00 


Feb 


7000.00 


300.00 
0.00 
10.00 


310.00 
5000.00 


3000.00 


12310.00 


Mar 


8000.00 


100.00 
0.00 
0.00 


100.00 


5000.00 
10000.00 
15000.00 


23100.00 


Apr 


9000.00 


100.00 
512.00 
0.00 


612.00 


5000.00 


5000.00 


14612.00 


May 


10000.00 


550.00 
0.00 
0.00 


550.00 


5000.00 


5000.00 


15550.00 


Jun 


10000.00 


5000.00 


10000.00 


15000.00 


25110.00 
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Online Samples Directory 


Dk me SON Roa ean UO CLUE ROSE Mate SVU IDL Rar DELTA SR UNNI TLC SUTNT UY NOMERER A NOM LEC OE UTES ORO COTE SER OTR 


pic Wtecsagiat Seas ues ame Sate RA SPR OWL RY TAG le ct. oe tap a a Nae aeak cater ciend Boag tie VATS Sb RE Spree epee or tie nue at icp aenATay ci Spat wy Rah MUM TN ere ue Sei ae TA in Ne FE Cod sy VE) Ba decg pee MLO, CoML nacre 
atl aie oR Oe er a HR aoe oe es toa tera cone Ha eR Moe Me ES ER OSES EXD Tepe ee apes WERE EES eco tY Mitg een Ute bet da . thes hte eh tie eo 


This directory lists the contents of the Online Samples 
folders. The Online Samples collection consists of the 
following folders: 


Online 


Samples 








CJ Activity planning ........... 
Business correspondence ..... 
Data capture .............. 
Document designs .......... 
FINGNCE 22) i605 64 Bhs Bae ee 
FOMNS: Sy 52o tage engeetane Sie, encanaee 
Graphic art .........24.-.. 
Graphic frames and borders .. 
PADIS. te dud Seth ioe ees ents 
Large lettering and symbols .. 
Legal documentation ....... 
MapS: 2:2 bee oe eee aw os 
Overhead transparencies ae 
Presentations ............. 
Project management ........ 
Scientific notation ......... 
Technical documentation 2a 
Technical illustration ....... 
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Online Samples directory 





Activity planning 


Samples Description 


Action items record file VP List Manager Record file with fields for the item number, 
title, status, and due date. 


Business meeting/customer Form containing a table and fields for business travel and 
entertainment report entertainment for online or manual fill-in. 


Daily log Document with a table, fields, and basic graphics for 
entering daily activity information. 


Itinerary Formatted table for travel flight, lodging, meetings. 


To do list Formatted table for planning. 





Business correspondence 


amples Description 


Customer contacts management Folder containing the following: 
e Customer contacts record file 
e Customer contacts management document. 


Customer form letter (with fields) Document with fields for use with Mail Merge. 


Envelope templates Documents with fields and basic graphics formatted for 4045 
Printer envelopes. | 


FAX cover sheet Document with fields for telecopier communication. 


Information index Simple CUSP application for an online phone and address 
list. 


Telephone-address finder Document with tables. 
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Online Samples directory 
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Data Capture 


Samples Description 


Data Capture presentation Folder containing the following documents: 
Data Capture preamble 
Raw data From VAX 
Data From VAX copied to table 
Database with data added 
Report (table, bar and line chart) 
Summary of process. 


Data Capture preambles Folder containing the following preamble documents: 
¢ Combination of Subcolumns 
Data “After” a Group (Data Capture) 
Get Started (Data Capture) 
Repeating Groups (Advanced) (Data Capture) 
Vertical Data Capture example. 





Document designs 


Samples Description 
Bulletin (2-column) Document with 2-column format. 
Customer evaluation Document containing text frames and basic graphics. 


Document (large portrait) Document containing templates for the following: title 
page, table of contents, chapter, glossary, and index. 













Document (small landscape) Document containing templates for the following: title 
page, table of contents, chapter, glossary, and index. 





Document (small portrait) Document containing templates for the following: title 
page, table of contents, chapter, glossary, and index. 
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Online Samples directory 





Finance 


Purchase order example Folder containing an a mee data table, and purchase 
order table. 


Quarterly totals Document containing a table, fields, and fill-in rules. 
Row and column totals Document with a table and fill-in rules. 


Spreadsheet examples Folder containing the following spreadsheets: 
Spreadsheet techniques 

Annual totals 

Cash flow analysis 

Curve analysis forecast 
Departmental budgets (12 month) 
Headcount budget 
Increase/Decrease track sheet 
Investment analysis 

Linear regression forecast 

Make vs. buy yield analysis 
Overhead allocation 

Quarterly rack and stack 

Quarterly totals 

Return on investment model 

Sales percentage chart 

Statistical Spreadsheet - (@AVERAGE, COUNT, SQRT) 
Stock fund composite. 


















Folder containing the following tables created from 
spreadsheets: 

e¢ Cash flow analysis 

¢ Curve analysis forecast 

e Make vs. buy yield analysis 

e¢ Return on investment model 
e Sales percentages by region. 


Unit sales Document with table driving a bar chart. 
8 


Tables (from spreadsheets) 






| Video budget estimate Document containing a table, fields, and basic graphics. 
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Online Samples directory 





Forms 
Samples Description 
Business card requisition Document with fields and basic graphics. 


Document receipt Document with fields and basic graphics. 
Engineering instruction Document with fields and basic graphics. 
Experience record Document with a table, fields, fill-in rules,and basic graphics. 


Form design techniques Document with form design techniques such as x-in-the-box 
and underscores. 


Shipping order Document with basic graphics, a table, fields, and fill-in rules. 


Vacation and special events calendar Document containing basic graphics. 


Vender invoice form Document with basic graphics, a table, fields, and fill-in rules. 

























Video budget estimate Document with basic graphics, a table, fields, and fill-in rules. 
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Online Samples directory 





Graphic art 


R&R transfers Basic graphics transfers. 


Special occasion transfers Basic graphics transfers 
Trees Basic graphics transfers. 
Workflow symbols Basic graphics transfers. 


Graphic frames and borders 


Samples Description 











Framed quote 84 by 11” document with full page graphics frame with border. 
Framed quote (large) 81 by 11” document with full page graphics frame with border. 
Framed quote landscape 11 by 84” document with full page graphics frame for large lettering. 






Full-page graphic border (portrait) 81 by 11” document with full page graphics frame. 






Full-page graphic frame (landscape) —_ 11 by 84” document with full page graphics frame. 







Multi-page frame template Full-page graphics frame with border and heading. 
Quadrant grid, landscape frame Full-page graphics frame divided into quarters. 
Quadrant grid, portrait frame Full-page graphics frame divided into quarters. 
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Online Samples directory 
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Labels 






33 labels (four-line address) Document for printing adhesive mailing labels. 
















33 labels (four-line address, identical) Document for printing identical adhesive mailing labels. 


Binder divider labels Document for printing divider labels. 
Binder labels Document for printing binder labels. 
Hanging-folder labels Document for printing hanging folder labels. 






Large lettering and symbols 


Samples Description 
Art deco lettering Transfer sheet with 1 3/8” basic graphics lettering. 
Block outline lettering Transfer sheet with 1.75” basic graphics lettering. 


Embarcadero lettering Transfer sheet with .75” basic graphics lettering. 







Embarcadero rotated lettering Transfer sheet with .75” basic graphics lettering. 






Lombard lettering Transfer sheet with 1.25” basic graphics lettering. 


Lombard line serif lettering Transfer sheet with 1.25” basic graphics lettering. 
Sausalito lettering Transfer sheet with 1” basic graphics lettering. 
Solid block lettering Transfer sheet with 1.25” basic graphics lettering. 


Solid block rounded lettering Transfer sheet with 1.25” basic graphics lettering. 











Solid block flair lettering Transfer sheet with 1 3/8” basic graphics lettering. 
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Online Samples directory 





Legal documentation 






Samples Description 
Answer to cross-complaint Document with fields and text frames. 


Congressional data request Document with fields and text frames. 







Line-numbered template (28) Document with 28 numbered lines using text frames and 
basic graphics for vertical ruling lines. 


Line-numbered template (55) Document with 55 numbered lines using text frames. 


Paragraph-numbering application Complex document containing certificate of incorporation 
for automatic fill-in and paragraph re-numbering. 












Summons (bilingual) Document with fields and text frames. 










Maps 







World, outline 75-SPI Freehand canvas in bitmap. 









Overhead transparencies 






Samples Description 







Transparency for text or graphics 84 by 11-inch document with large text and a graphics 
frame. 
Transparency for text 84 by 11-inch document with large text. 
Transparency. example, text and Document with large text and graphics. | 






graphics 


Transparency with border Document with large text and a border. 
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Online Samples directory 





Presentations 
Samples Description 





Bar charts Document containing basic, intermediate, stacked, and 
advanced bar charts. 


Beaker graphic overhead transparency Graphic overhead example for presentation. 


Commodity report Two column document containing line charts with page- 
width heading. 


Monthly totals report Document containing table-driving line and bar charts. 


Oil production graphic overhead Graphic overhead example for presentation. 
transparency 















Project management 


52-Week plan Document containing a table, fields, and basic graphics. 


Two-year project plan Document with basic graphics. 
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Online Samples directory 





Scientific notation 


Samples Description 


[ceniclsiuciee Document wth Xerox Chercal Mustator rawigs 














Technical documentation 


Samples Description 
Engineering worksheet Engineering document with graphics frame. | 


Function specification Book containing templates for the following: title page, 
table of contents, chapter, glossary, and index. 











Quick-reference card VP Spreadsheet Quick-reference card template. 


Refresh-rate calculation Document with table-driving a bar chart. 
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Online Samples directory 
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Technical illustration 


Samples Description 


Graphic tools Folder containing the following basic graphics tools: 
e Degree Protractor Tool 


e Inch/Pica Rulers 
e¢ Metric Ruler. 





Isometric/perspective drawing Folder containing the following basic graphics tools: 
Advanced two-point perspective layout 
Advanced two-point sample 

Isometric explanation 


Isometric grid 

Isometric tools 

Perspective grid explanation 
Two-point perspective grid 
Two-point perspective sample. 








Computers Folder containing the following basic graphics and Pro 
Illustrator graphics: 
¢ 6085 Display/Companion 386 Console (Pro Illustrator) 
8040 Electronic printer (Pro Illustrator) 
IBM display (Pro Illustrator) 


Sun Workstation/Keyboard, Trimetric (Pro Illustrator) 
Sun Workstation/Keyboard/Table (Pro Illustrator) 
Xerox network components (basic graphics) 

Xerox network components (Pro Illustrator). 


Electrical Folder containing basic graphics transfers including: 
e Electrical symbols 
e Electronic symbols. 


Flowcharts Folder containing the following basic graphics transfers: 
e Flowchart Sample 
e Flowchart Symbols 
e Standard Logic Symbols. 


Miscellaneous Folder containing the following basic graphics transfers: 
¢ Complex star line drawing 
e Special Keyboard Overlays. 
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7650 Pro Imager, 54 
L 
A Large mailings, 42 
Action Items record file, 7 Legal documentation, 61 
Activity planning, 5 Line numbered template, 62 
Acyclic, 83 Linked text frames, 53 
Annual totals, 88 Logic symbols, 76 
Answer to cross complaint, 63 Long documents, 56 
B M 
Bilingual forms, 63 Mailing labels, 43 
Books, 69 Make vs. buy yield analysis, 91 
Bulletin, 32 Manufacturing change authorization, 49 
Business card requisition, 21 Memo, 12 
Business correspondence, 11 
Business meeting/customer entertainment report, 9 N 


Network components, 80 
Newsletter, 53 


Cash flow analysis, 92 


Charts, 27 O 

Chemical notation, 84 Office plan symbols, 74 

Clock, 6 | Organization chart, 13 

Curve analysis forecast, 93 Overhead allocation, 93 

CUSP buttons, 86 

Customer contacts management, 41 P 

Customer feedback form, 59 Personal Calendar, 6 

Customer letter, 40 PERT chart, 46 
Phone list, 58 

D Presentations, 25 

Daily Log, 6 Pro Imager, 54 

Data Capture, 34 Product catalog, 52 

Development schedule, 47 Program process template, 48 
Project management, 45 

E Proposal, 29 

Electrical symbols, 75 Publications, 51 

Electronic symbols, 75 Purchase order, 18 

Engineering instruction template, 48 

Equations, 72 R 

Experience record, 24 Return on investment modeling, 90 
Ring components, 83 

F 

Fill-in rules, 18 S 

Finance, 85 . Safe or cabinet security record, 22 

Financial reports, 86 Sales and marketing, 39 

Find feature, 56 Scanner, 54 

Five-membered rings, 83 Scanning, 80 

Flowchart symbols, 76 Security log, 22 

Forms, 17 Six-membered rings, 83 
Special occasion transfers, 14 

G Spreadsheets, 89 

Gantt chart, 47 Styles, 56 
Summons, 63 

I Survey, 60 

Inventory, 20 

Invoice, 19 
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Index continued 





Survey response form, 60 
Survey response record file, 60 


T 

Technical documentation, 65 
Technical illustration, 73 
Terminal emulation, 34 

Time management, 5 
Tranparency templates, 26 
Trip itinerary, 9 


V 
Vacation schedule, 23 


X 
Xerox Pro Illustrator Quick Art folder, 78 
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NOTES 


NOTES 


Customer Comments 


XEROX 


VP Series Reference Library 
VP Online Samples Guide 


Our goal is to improve the organization, ease of use, and accuracy of this library. Your comments 
and suggestions will help us tailor our manuals to better suit your needs. 

Company: 

City: 


Zip: 





Please rate the following: 


Excellent Good Fair Poor 
1. Is the organization suitable for your needs? O oO O Oo 
2. Are you able to easily find the information you need? oO oO Oo Oo 
3. Are the illustrations useful? oO oO Oo oO 
4. Overall, how would you rate the documentation? oO Oo Oo Oo 


Did you find any errors? 
Page number / Error 


How can we improve the documentation? 


We appreciate your comments regarding our documentation. Thank you for taking the time to reply. 


Staple or tape 
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No Postage 
Necessary 


If Mailed 


In the 
United States 





BUSINESS REPLY MAIL 


First Class Permit No.229 El Segundo, California 





Postage will be paid by Addressee 


Xerox Corporation 

Attn: Product Education WS, N2-15 
701 South Aviation Boulevard 

El Segundo, California 90245 
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